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1 INTRODUCTION AND BACKGROUND
1.1 The Christie NHS Foundation Trust (the "Authority") is issuing this selection questionnaire ("SQ") in connection with the competitive procurement of Direct Marketing Support to The Christie Charity (“Direct Marketing”).  This document contains important information about the procurement process and the contract that the Authority intends to award.
1.2 The Authority will evaluate the SQ responses and select the 5 highest ranking bidders (the "Bidders") who will be issued with an invitation to tender ("ITT"). 
1.3 The contract awarded to the successful tenderer will be based on the NHS Terms and Conditions. A copy of these terms and conditions and the ITT are available on the e-tendering portal http://www.supplying2nhs.org used by the Authority for this procurement.
1.4 Contents of the SQ 
	Instructions and information

	1
	Introduction and background



	2
	Procurement timetable 



	3
	Instructions to Bidders 



	4
	SQ Selection criteria and weighting 



	Annexes 

	Annex A

	Part 3 of the Selection Questionnaire


	Annex B 
	Confidential and Commercially Sensitive Information 


Introduction to the procurement 

1.5 In the last year The Christie charity raised nearly £13.2 million, of which approximately £1 million was raised through direct marketing.  Current activity includes warm mail appeals, door drop and cold recruitment, annual upgrades and conversions. The regular giving programme has increased over the past eight years and is currently responsible for approximately 50% of direct marketing income. It is anticipated that direct marketing will continue to be a growth area for The Christie and we will focus on working in a planned, strategic and coordinated manner, which in conjunction with inspiring and compelling creativity will increase income over the next 3 years.
1.6 The duration of the contract period will be 3 years with the option to extend for up to a further 2 years.  The maximum duration of the contract, including any extensions, will therefore be 5 years.
SMEs

1.7 The Authority is committed to supporting the Government’s small and medium-sized enterprise (SME) initiative; its aspiration is that 25% of spend, direct and through the supply chain, goes to SMEs by 2015.  Suppliers are encouraged to work with the Authority to support the wider SME initiative.
1.8 The link below to the Cabinet Office website provides information on the Government’s Crown Representative for SMEs, a link to the definition of an SME and details on the SME initiative https://www.gov.uk/government/policies/buying-and-managing-government-goods-and-services-more-efficiently-and-effectively/supporting-pages/making-sure-government-gets-full-value-from-small-and-medium-sized-enterprises
Questions about this SQ
1.9 You may submit, by no later than 16.00 on 24th June 2022, any queries that you have relating to this SQ.  The Authority is using the ProContract procurement tendering portal to conduct the procurement process ("the e-Tendering Portal"). The e-Tendering Portal can be accessed via https://www.supplying2nhs.org . Please therefore submit such queries via the e-Tendering Portal in advance of the deadline stated within this paragraph 1.10. 
1.10 Any specific queries should clearly reference the appropriate paragraph in the SQ documentation and, to the extent possible, should be aggregated rather than sent individually.  The Authority may decline to answer queries received after the above deadline.

1.11 Answers to the questions received by the Authority will be circulated to all Bidders via the e-Tendering Portal. Answers will not reveal the identity of the individual Bidder that asked a particular question.  The Authority may decide not to disclose answers, or parts of answers, which would reveal confidential or commercially sensitive information in relation to a particular Bidder.
2 PROCUREMENT TIMETABLE

Key dates

2.1 The procurement will follow a clear, structured and transparent process to ensure a fair and level playing field so that all Bidders are treated equally. 
2.2 The key dates for this procurement are currently anticipated to be as follows: 

	Event
	Date

	Selection Questionnaire issued 
	13th June 2022

	Deadline for the receipt of SQ clarification questions
	24th June 2022

	Deadline for receipt of the SQ
	14th July 2022 at 16:00

	Notification of SQ pass/fail
	25th July 2022

	ITT issued
	28th July 2022

	Deadline for the receipt of clarification questions
	12th August 2022

	Deadline for receipt of Tenders
	29th August 2022 at 16:00

	Presentations
	w/c 12th September 2022

(Specific date(s) and time(s) TBC)

	Evaluation of Tenders
	29th August – 30th September 2022

	Presentations
	w/c 12th September 2022

	Notification of contract award decision
	28th October 2022

	Standstill period ends
	7th November 2022

	Contract award
	8th November 2022

	Contract start date 
	14th November 2022


2.3 Whilst the Authority does not intend to depart from the timetable, it reserves the right to do so at any stage and for any reason.  

Deadline for receipt of SQ responses 

2.4 Bidders must submit their SQ responses in the manner prescribed in section 3 below no later than the date and time specified on the front cover of this SQ.

2.5 Any SQ responses received after the deadline or by any method other than the method prescribed in Section 3 below may not be considered. The Authority may at its discretion extend the deadline and in such circumstances the Authority will notify all Bidders of any change.
2.6 When completing their SQ responses, Bidders should not assume that the Authority has any prior knowledge of the Bidder, its practice or reputation, or its involvement in existing services, projects or procurements.  In evaluating the submissions, the Authority will only consider information provided in response to this SQ document.
3 INSTRUCTIONS TO BIDDERS 
3.1 The SQ is a self-declaration, made by you (the potential supplier), that you do not meet any of the mandatory or discretionary grounds for exclusion prescribed within the Public Contracts Regulations 2015 (“the regulations”) or elsewhere within this SQ document
. If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation and to prevent it from reoccurring (we call this self-cleaning). The self-cleaning information will be taken into account when determining whether you should be excluded from participating in this procurement process due to you meeting any mandatory and/or discretionary ground(s) for exclusion.
3.2 A completed declaration of Part 1 and Part 2 of the SQ provides a formal statement that the organisation making the declaration has not breached any of the exclusions grounds. Consequently, we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2. For example these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria. This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
Supplier Selection Questions: Part 3
3.3 This procurement document provides instructions on the selection questions you need to respond to and how to submit those responses. If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the selection questions on behalf of the consortium and/or any sub-contractors.
3.4 If the relevant documentary evidence referred to in the SQ is not provided upon request and without delay the Authority reserves the right to amend the contract award decision and award to the next compliant bidder. 
Consequences of misrepresentation
3.5 If you seriously misrepresent any factual information in filling in the Selection Questionnaire, and so induce an authority to enter into a contract, there may be significant consequences.  You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years.
Notes for completing the SQ
3.6 “You” / “Your” refers to the potential supplier completing this standard Selection Questionnaire i.e. the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.
3.7 Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions, please submit a clearly identified annex.
3.8 The Authority recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The authority will make a revised assessment of the submission based on the updated information.
3.9 For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. 
3.10 All sub-contractors that you rely on to meet the selection criteria are required to complete Part 1 and Part 2.
3.11 For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors (together with information relating to your own organisation, as applicable), providing one composite response and declaration.
3.12 The Authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure.
Formalities for submission of SQ responses

3.13 The SQ is structured in three separate parts:

· Part 1: Basic information about the Bidder, including contact details, details of parent companies and group bidding;

· Part 2: Self-declaration regarding whether or not any of the mandatory or discretionary exclusion grounds apply; and

· Part 3: Self-declaration regarding whether or not you meet the selection criteria in respect of your financial standing and technical capacity.  

3.14 Bidders must log-on to the e-Tendering Portal in order to download and complete their SQ responses.
3.15 If Bidders have any problems with the e-Tendering Portal, they should contact the helpdesk at ProContractSuppliers@proactis.com or request a ticket at http://proactis.kayako.com/default  for an urgent call back.  As noted above, any SQ responses submitted after the deadline may not be considered.
3.16 Where a word count limit is specified, Bidders should state how many words their response contains. The Authority reserves the right not to consider any part of a response exceeding the word limit. Words included within diagrams or other graphic representations will count towards the word limit.  
3.17 The SQ response must be clear, concise and complete. The Authority reserves the right to mark Bidders down or exclude them from the procurement if their SQ responses are ambiguous or lack clarity. Bidders should submit only such information as is necessary to respond effectively to this SQ. 
3.18 SQ responses will be evaluated on the basis of information submitted by the deadline. Where information submitted appears to be incomplete or erroneous, the Authority reserves the right to request the Bidder to submit, supplement, clarify or complete the information or documentation.  
Warnings and disclaimers

3.19 
Neither the issue of this SQ, nor any of the information presented in it, should be regarded as a commitment or representation on the part of the Authority (or any other person) in relation to any element of this procurement process or to enter into a contractual arrangement.
3.20   General marketing and company literature or any separate statement of reasons for selection is not required and will not be considered in the evaluation of SQ responses. Bidders should not include any information beyond that requested within the SQ. 

3.21   While the information contained in this SQ and its annexes and enclosures is believed to be correct at the time of issue, neither the Authority, its advisors, nor any other awarding authorities will accept any liability for its accuracy, adequacy or completeness, nor will any express or implied warranty be given. This exclusion extends to liability in relation to any statement, opinion or conclusion contained in or any omission from, this SQ (including its annexes and enclosures) and in respect of any other written or oral communication transmitted (or otherwise made available) to any Bidder. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Authority.
3.22   Nothing in this SQ or any other pre-contractual documentation shall constitute the basis of any express or implied contract that may be concluded in relation to this procurement process (or this exercise generally), nor shall such documentation/information be used in construing any such contract. If a Bidder proposes to enter into a contract with the Authority, it must rely solely on its own enquiries and on the terms and conditions set out in the Contract (as and when finally executed), subject to the limitations and restrictions specified in it.

3.23   No person has been authorised by the Authority, or its advisers or consultants, to give any information or to make any representation not contained within this SQ and, if given or made, any such information or representation must not be relied upon as having been so authorised.
Freedom of Information Act 2000 and Environmental Information Regulations 2004

3.24 
As a public body, the Authority is subject to, and must comply with, the Freedom of Information Act 2000 ("FOIA") and the Environmental Information Regulations 2004 ("EIR"). The Authority may therefore be required to disclose information submitted by the Bidder. The Authority also reserves the right to publish the contract once awarded in accordance with the FOIA and/or EIR and/or as required by public sector transparency policies. In respect of any information submitted by a Bidder that it considers to be confidential or commercially sensitive the Bidder should:

·   Clearly and precisely identify such information as confidential or commercially sensitive;

·   explain its reasons why disclosure of such information would be likely to prejudice or would cause actual prejudice to its commercial interests; and

·   provide a reasoned estimate of the period of time during which the Bidder believes that such information will remain commercially sensitive.

3.25   This information must be listed in Annex B of this SQ, with a statement of which exemptions are relevant under FOIA and/or the EIR. The use of blanket protective markings of whole documents such as “commercial in confidence” will not be sufficient. By participating in this procurement process, you agree that the Authority should not and will not be bound by any such markings.
3.26   In addition, marking any material as “confidential” or equivalent should not be taken to mean that the Authority accepts any duty of confidentiality by virtue of any such marking.  You accept that the decision as to which information will be disclosed is reserved to the Authority, notwithstanding any consultation with you or any designation of information as confidential you may have made.  You agree, by participating further in this process and/or submitting your SQ response, that all information is provided to the Authority on the basis that it may be disclosed under the FOIA and/or EIR if the Authority considers that it is required to do so.  In making a submission in response to this SQ, each Bidder also acknowledges that the Authority may be obliged under the FOIA to disclose any information provided to it:

·  
Without consulting the Bidder; or

·  
Following consultation with the Bidder and having taken its views into account. 

3.27   The Authority reserves the right to disclose all documents relating to this process for the purpose of seeking advice from third parties and/or where it is required to do so in accordance with the Government’s transparency agenda and policies. Where a Bidder identifies information as commercially sensitive, the Authority will take those views into account.  Bidders should note, however, that, even where information is identified as commercially sensitive, the Authority may be required to disclose such information in accordance with FOIA or the EIR.  Accordingly, the Authority cannot guarantee that it will withhold information marked ‘confidential’, 'commercially sensitive' or otherwise exempt.
Copyright
3.28   The copyright in this SQ is vested in the Authority.

3.29   Bidders shall not reproduce this SQ in any material form (including photocopying or storing it in any medium by electronic means) without the written permission of the Authority, other than for use strictly for the purpose of preparing their SQ submission in relation to the procurement process. This SQ and any document at any time issued as supplemental to it are and shall remain the property of the Authority and may be used by a bidder solely for the purpose of this procurement and must be returned upon demand.  

Publicity
3.30   No publicity regarding the award of any contract will be permitted unless and until the Authority has given express written consent to the relevant communication. For example, no statements may be made to the media regarding the nature of any tender, its contents or any proposals relating to it without the prior written consent of the Authority.  The Authority may exclude from the procurement any tenderer that contravenes the requirements of this paragraph 3.30.
Bidder conduct and conflicts of interest

3.31   Any attempt by Bidders or their advisors to influence the contract award process in any way        may result in the Bidder being disqualified. Specifically, Bidders shall not directly or indirectly at any time (and may be disqualified from this procurement process) if they;

· devise or amend the content of their SQ response in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner, supplier, consortium member or provider of finance; 

· enter into any agreement or arrangement with any other person as to the form or content of any other SQ response, or offer to pay any sum of money or valuable consideration or inducement to any person to effect changes to the form or content of any other SQ response; 

· enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting an SQ response;

· canvass, solicit, or offer any gift or consideration whatsoever as an inducement or reward to the Authority or any officers (or their partners) employees (or their partners) or agents (or their partners) or advisors (or their partners) of the Authority in relation to this procurement; 

· attempt (directly or indirectly) to obtain information from, contact, influence, and/or canvass any officers (or their partners) employees (or their partners) or agents (or their partners) or advisors (or their partners) of the Authority concerning another Bidder or Tender (except for debrief information requests made through the e-Tendering Portal); and/or

· do anything that would constitute a breach of the Prevention of Corruption Acts 1889-1916 or the Bribery Act 2010.

3.32 
Bidders are responsible for ensuring that no conflicts of interest exist between the Bidder and its advisers, and the Authority and its advisors. Bidders should notify the Authority promptly of any possible conflict and the proposed steps that the Bidder believes can be taken to avoid the conflict. Any Bidder who fails to comply with these requirements may be excluded from the procurement at the discretion of the Authority.    The Authority may also exclude a Bidder from this procurement in circumstances where a conflict of interest cannot be remedied effectively by other, less intrusive, measures. 
3.33   Bidders are subject to an ongoing obligation throughout this procurement process to notify the Authority of any material changes to the information included in their SQ response, including but not limited to the change in identity of the Bidder, any subcontractor or the ownership and/or standing thereof. Changes should be notified as soon as they become apparent. Failure to notify the Authority of any material changes in accordance with this paragraph 3.33 may lead to the Bidder being disqualified from this procurement process.

3.34   If the Authority is notified, or otherwise becomes aware, that information supplied by a Bidder in its SQ response is incorrect, it may re-evaluate that Bidder against its selection criteria and may, as a result of such re-evaluation, remove the Bidder from the procurement process  and/or remark the Bidder’s SQ submission and adjust that submission’s ranking against the other submissions received. 
Authority's rights

3.35 
Subject to its obligations to act in a transparent, proportionate and non-discriminatory manner, the Authority reserves the right to:
· waive or change the requirements of this SQ from time to time;

· use third parties to assist with, advise on, and validate information in relation to any element of this Procurement (or the evaluation of any such element);

· seek clarification or documents in respect of a Bidder's submission;

· disqualify any Bidder that does not submit a compliant SQ response in accordance with the instructions in this SQ or respond to the Authority by any deadline notified to the Bidder for its response to any clarification sought by the Authority;

· contact (or require a Bidder to contact on its behalf) any of the Bidder’s customers or sub-contractors to whom information relates in the Bidder’s submitted SQ response to ask that such customers or sub-contractors confirm and verify (in writing if required) that the relevant information referred to is accurate and true;
· disqualify any Bidder that is guilty of serious misrepresentation in relation to its SQ response or the Tender process or in the event that there are material changes to the position/information set out in any aspect of the Bidder’s SQ response. For the avoidance of doubt, the Authority may check that there have not been any material changes to the information provided or the positions outlined in any Bidder’s response and, in the event of such material changes, may disqualify the relevant Bidder in accordance with the provisions of this paragraph 3.35;

· disqualify any Bidder that submits an SQ response which contains gaps, omissions, misrepresentations, errors, uncompleted sections, changes the format of the SQ documentation provided or contains any caveats or any other statements or assumptions qualifying the SQ response that are not capable of evaluation in accordance with the evaluation model;

· withdraw this SQ at any time, or re-invite SQ responses on the same or any alternative basis; 

· choose not to award any contract as a result of the current procurement process; and

· make whatever changes it sees fit to the timetable, structure or content of the procurement process, 

and in each case, the Authority will have no liability for any losses whatsoever (and of whatever nature, and whether direct or indirect) caused to or suffered by each Bidder as a result of any such act.
Bid costs

3.36 
The Authority will not be liable for any loss, liability, cost, expense (including without limitation legal expense), work or effort incurred by a Bidder in proceeding with, preparing for or participating in this Procurement, howsoever arising (whether under contract, tort, any statutory provision or otherwise) including (without limitation) under any implied contract between the Authority and any Bidder and/or in any circumstances in which the procurement process is terminated or amended by the Authority.
3.37 Submission of an SQ response by a Bidder shall constitute deemed acceptance of the exclusion of liability set out within this paragraph 3.
Language

3.38 
SQ responses, all documents and all correspondence relating to the SQ must be written in English (or a full translation of the full response to English should be provided at no cost to the Authority). All price and any financial data must be converted into pounds sterling.
Transparency  

3.39 In accordance with the regulations and the Government’s policy on transparency, Bidders should be aware that the Authority intends to make the SQ and details of any subsequent contract publicly available, by publication on the Government's Contracts Finder portal.
3.40 Bidders should note that, except for any information which is exempt from disclosure in accordance with the provisions of the FOIA, the content of any contract resulting from this tendering exercise is not confidential. In some circumstances, limited redactions may be made to some contracts before they are published in order to comply with existing law and for the protection of national security.
Acceptance of terms and conditions, confidentiality

3.41   In participating in this process and/or by submitting an SQ response it will be implied that you accept and will be bound by the provisions of all sections of this SQ.

3.42   All information supplied to you by the Authority, including this SQ and all other documents relating to this process, either in writing or orally, is intended for the exclusive use of the Bidder and is provided on the express understanding that it will be regarded and treated as strictly confidential.  This SQ and all related materials may not be reproduced in whole or in part nor furnished to any persons other than the Bidder, save for the purpose of: 

·   taking legal or other advice in connection with completing an SQ response; and/or

·   obtaining input from organisations relevant to the Bidder’s response to this SQ; and/or 
·   obtaining input from any other parties who the Bidder demonstrates will provide information relevant to the SQ response but subject always to the prior written consent of the Authority to such disclosure (which it may withhold in its absolute discretion).
In each of the above cases, the Bidder must obtain confidentiality undertakings from any such parties prior to disclosure of at least equivalent strength to those set out above.

Upon written request from the Authority, the Bidder shall promptly provide evidence to the Authority that such undertakings have been provided to the Bidder.

The Bidder must ensure that, to the best of its knowledge and belief, the information contained in its completed SQ response is accurate and contains no material misrepresentation.

3.43   All information supplied to you by the Authority, either in writing or orally, must not be used for any purpose other than for the purpose of submitting the SQ response.  

3.44   This SQ and its accompanying documents shall remain the property of the Authority and must be returned on demand. 

Guarantees

3.45   The Authority reserves the right to require a Bidder to provide to the Authority, within 28 days receipt of written acceptance of any Tender, a Guarantee by a parent/holding company(ies) or other appropriate guarantor (such as a financial institution) to secure the due performance by the successful Bidder of its obligations to the Authority.

IPR

3.46   All procurement documentation issued in connection with this procurement shall remain the property of the Authority and shall be used by the Bidder only for the purposes of this procurement.
Governing Law and Jurisdiction 

3.47 
This SQ and any dispute concerning or arising out of or in connection with it and/or the process (including non-contractual disputes or claims) shall be governed by and construed in accordance with English law and subject to the exclusive jurisdiction of the English Courts.

4 SQ SELECTION CRITERIA AND WEIGHTING 
Overview

4.1 
This section of the SQ sets out the criteria that the Authority will use to evaluate SQ responses.

4.2 
Bidders are required to submit an SQ response strictly in accordance with the requirements set out in this SQ, to ensure the Authority has the correct information to make the evaluation. If an SQ response is equivocal or unclear, the Authority may deduct marks when scoring it or it may treat the SQ response as non-compliant and reject it.

Selection criteria and weightings 
4.3 
The selection criteria at the SQ stage are:
	SQ Section
	Selection criteria
	Weighting

	Part 1
Section 1: Potential supplier information
	For information only
	N/A

	Part 2

Section 2: Grounds for mandatory exclusion
	Pass or Fail
	N/A 

	Section 3: Grounds for discretionary exclusion
	Pass or Fail
	N/A 

	Part 3

Section 4 and 5: Economic and Financial Standing
	Scored and Pass / Fail in accordance with the scoring system specified at clause 4.10 below.
Section 4
4.1 
4.2

4.3

4.4

4.5

4.6
Section 5

5.1 – 5.3
	Part 3 overall weighting: 24% 
Part 3 sub-weightings: 
Pass / Fail
N/A

6%

6%

6%

6%

Pass / Fail

	Section 6: Technical and Professional Ability
	6.1 or 6.3
6.2


	Pass / Fail
Pass / Fail

	Section 7: Modern Slavery Act 2015: Requirements under the Modern Slavery Act 2015
	7.1 – 7.2
	Pass / Fail


	Section 8: Project specific questions to assess Technical and Professional Ability
	Scored and Pass / Fail in accordance with the scoring system specified at clause 4.10 below.

8.1

8.2

8.3

8.4

8.5

8.6

8.7
	Section 8 overall weighting: 76% 
Section 8 sub-weightings: 
20%

25%

8%
8%

8%

3%

4% (2% for each reference)

	Section 9: Additional Questions
	9.1
	Pass / Fail


4.4 
Before evaluating the questions that are scored other than on a “Pass or Fail” basis, the Authority will:

(a) 
confirm that Bidders have supplied all answers and (where relevant) documentation required in response to this SQ; and then

(b) 
score all “Pass or Fail” questions. 

4.5   The Authority may exclude any Bidder that does not submit all answers and (where relevant) documentation required in response to this SQ, in which case that Bidder’s submission will not be considered any further, and it will not be issued with an ITT. 

4.6   Where a Bidder scores a "Fail" for any “Pass or Fail” question, that Bidder will be excluded from this procurement process, its submission will not be considered any further, and it will not be issued with an ITT.
4.7   Where any organisation forming part of a SQ submission is disqualified (e.g. in the event that any Material Subcontractor is disqualified on the basis of its submission of a separate Annex) the entire bid submission shall be disqualified.
4.8   Following conclusion of the steps described at paragraphs 4.4 to 4.7 (inclusive) above, the Authority will move on to evaluate all questions scored other than on a “Pass or Fail” basis.
4.9   The 5 highest scoring submissions at the conclusion of the evaluation process will be shortlisted to participate in the Invitation to Tender stage.  In the event of any tie with a consequence that it is not possible to identify only 5 highest scoring submissions, for example where two (or more) Bidders score equally for 5th place, all relevant tied Bidders will be shortlisted for the ITT stage.
Scoring System 

4.10 Scored questions will be evaluated in accordance with the following scoring schemes:

· Part 1 Section 1 Potential Supplier Information – Information Only (not scored).

· Part 2 Section 2 Grounds for Mandatory Exclusion

Question 2.1(a)

	Score awarded
	Meaning

	Pass
	No

	Pass
	Yes.  There are mandatory grounds for rejection of the potential Bidder but the Bidder has provided the information requested at question 2.1(b) and has(by virtue of the evidence provided by it in response to question 2.2) demonstrated that it has taken appropriate steps to remedy the relevant circumstances falling within any of the mandatory grounds and has put in place effective measures to prevent such circumstances occurring in the future. (Please refer to the ‘Self-cleaning’ section on Page 5 of this SQ document).

	Fail
	Yes.  There are mandatory grounds for rejection of the potential Bidder and the Bidder has not provided the information requested at question 2.1(b) and/or has not (by virtue of the evidence (or lack of evidence) provided by it in response to question 2.2 or by answering “No” to question 2.2) demonstrated that it has taken appropriate steps to remedy the relevant circumstances falling within any of the mandatory grounds and to put in place effective measures to prevent such circumstances occurring in the future. (Please refer to the ‘Self-cleaning’ section on Page 5 of this SQ document). 

OR

No response.


Question 2.3(a) 

	Score awarded
	Meaning

	Pass
	No

	Pass
	Yes, but sufficient information has been provided in response to question 2.3(b) to demonstrate to the Authority’s satisfaction that: (1)only minor amounts of taxes or social security contributions are unpaid; or (2) the Bidder has fulfilled its obligations by paying, or entering into a binding arrangement with a view to paying, the taxes or social security contributions due, including, where applicable, any interest accrued or fines; or (3)the Bidder was informed of the exact amount due following the breach of its obligations relating to the payment of taxes or social security contributions at such a time that it did not have the possibility of fulfilling those obligations in the manner described at point (2) above before expiration of the deadline for the submission of its SQ response for this process.   

	Fail
	Yes, but either no information has been provided in response to question 2.3(b) or the information that has been provided in response to question 2.3(b) does not demonstrate to the Authority’s satisfaction that: (1) only minor amounts of taxes or social security contributions are unpaid; or (2) the Bidder has fulfilled its obligations by paying, or entering into a binding arrangement with a view to paying, the taxes or social security contributions due, including, where applicable, any interest accrued or fines or (3) the Bidder was informed of the exact amount due following the breach of its obligations relating to the payment of taxes or social security contributions at such a time that it did not have the possibility of fulfilling those obligations in the manner described at point (2) above before expiration of the deadline for the submission of its SQ response for this process. 
OR

No response.


· Part 2 Section 3 Grounds for Discretionary Exclusion

Question 3.1(a)-(iv):

	Score awarded
	Meaning

	Pass
	No

	Pass
	Yes.  There are discretionary grounds for rejection of the potential Bidder but the Bidder has (by virtue of its response to question 3.2) demonstrated that it has taken appropriate steps to remedy the circumstances falling within the relevant discretionary grounds and has put in place effective measures to prevent such circumstances occurring in the future. (Please refer to the ‘Self-cleaning’ section on Page 5 of this SQ document).

	Fail
	Yes.  There are discretionary grounds for rejection of the potential Bidder and the Bidder has (by virtue of its response or lack of response to question 3.2) failed to demonstrate that it has taken appropriate steps to remedy the circumstances falling within any of the relevant discretionary grounds and to put in place effective measures to prevent such circumstances occurring in the future.

OR

No response.


· Part 3 Section 4 and 5 Economic and Financial Standing

Question 4.1: 


	Score awarded
	Meaning

	Pass
	You have stated you are able to provide: 

(a) A copy of the most recent full audited accounts for your organisation that cover the last two years of trading or for the period that is available if trading for less than three years. 

OR

(b) A statement of the organisation’s Turnover, Profit & Loss and cash flow position for  the most recent full year of trading (or part year if full year not applicable) and an end period balance sheet, where this information is not available in an audited form at (a)

OR

(c) A statement of the organisation’s cash flow forecast for the current year and a bank letter outlining the current cash and credit facility position, where (a) or (b) cannot be provided.

OR

(d) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).

For the purposes of ensuring that the Bidder has the financial strength to support the procurement, the Authority reserves the right to interpret the accounts provided and seek clarifications of any points contained therein.

	Fail
	You have stated that you are not able to provide:-

(a) A copy of the most recent full audited accounts for your organisation that cover the last two years of trading or for the period that is available if trading for less than three years. 

OR

(b) A statement of the organisation’s Turnover, Profit & Loss and cash flow position for  the most recent full year of trading (or part year if full year not applicable) and an end period balance sheet, where this information is not available in an audited form at (a)

OR

(c) A statement of the organisation’s cash flow forecast for the current year and a bank letter outlining the current cash and credit facility position, where (a) or (b) cannot be provided.

 OR

(d) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).

OR

(e) No response.


Question 4.2: 

NOT APPLICABLE

Question 4.3: 

	Score awarded
	D&B Failure Score 

	4
	5 and above

	0
	1 – 4 


Question 4.4: 

	Score awarded
	Creditor days (average for 2 years or length of time for which financial information has been provided in accordance with question 4.1)

	4
	0 – 30

	3
	31 – 45 

	2
	46 – 55 

	1
	56 – 65 

	0
	66+


Question 4.5:  
	Score awarded
	Current ratio ratio (average for 2 years or length of time for which financial information has been provided in accordance with question 4.1)

	4
	1.9+

	3
	1.5 – <1.9

	2
	1.1 – <1.5

	1
	0.8 – <1.1

	0
	< 0.8


Question 4.6 

	Score awarded
	Net Profits


	4
	Net profit for each of the past two years

	2
	Net profit for one of the past two years

	0
	No net profit in the past two years


Question 5.1-5:3  

	Score awarded
	Meaning 

	Pass
	Able to provide parent company accounts and a parent company guarantee 

OR

Not able to provide parent company accounts but able to obtain a guarantee from elsewhere 

	Fail
	Able to provide parent company accounts but not able to provide a parent company guarantee

OR

Not able to provide parent company accounts or able to obtain a guarantee from elsewhere 

OR

No response.


· Part 3 Section 6 - Technical and Professional Ability

Question 6.1

	Score awarded
	Meaning

	Pass
	The response, together with any written evidence sought, provides sufficient confidence that the Bidder has the ability, resources and experience to perform the proposed contract properly.

	Fail
	The response and/or any written evidence sought does not provide sufficient confidence that the Bidder has the ability, resources and experience perform the contract properly. 
OR
No response.


Question 6.2 

	Score awarded
	Meaning

	Pass
	The response provides confidence that the Bidder is able to maintain a healthy supply chain with its sub-contractor(s).

OR

The Bidder confirms that it will not use any sub-contractors.

	Fail
	The response does not provide confidence that the Bidder is able to maintain a healthy supply chain with its sub-contractor(s).

OR

No response.


Question 6.3

	Score awarded
	Meaning

	Pass
	Response provides a satisfactory explanation for your organisation being unable to provide at least one example for question 6.1 and gives sufficient confidence that the Bidder has the ability, resources and experience to perform the contract properly.

	Fail
	Response does not provide a satisfactory explanation for your organisation being unable to provide at least one example for question 6.1 and/or does not give sufficient confidence that the Bidder has the ability, resources and experience to perform the contract properly.
OR

No response.


· Part 3 Section 7 Modern Slavery Act 2015
Question 7.1-7.2

	Score awarded
	Meaning

	Pass
	The Bidder has answered “Yes” to Question 7.1 and “Yes” to Question 7.2 and provided the relevant URL to evidence compliance.

OR

The Bidder has answered “Yes” to Question 7.1 and “No” to Question 7.2, but the information submitted by the Bidder in response to Question 7.2 provides the Authority with a satisfactory explanation for the non-compliance and/or demonstrates that the Bidder is implementing appropriate measures in order to become compliant. 

OR

The Bidder has answered N/A to Question 7.1 because it is not a “relevant commercial organisation” as defined by Section 54 of the Act.

	Fail
	The Bidder has answered “Yes” to Question 7.1 and “No” to Question 7.2, and the bidder has either not submitted any information in response to Question 7.2 or the information submitted by the Bidder in response to Question 7.2 does not provide the Authority with a satisfactory explanation for the non-compliance and/or demonstrate that the Bidder is implementing appropriate measures in order to become compliant. 

OR

No response.


· Part 3 Section 8 Project Specific Questions
Question 8.1
	Score awarded
	Meaning

	4
	The response provides a very detailed and comprehensive overview that demonstrates the approach and methods used to lead and deliver successful direct marketing campaigns in the fundraising sector. 
The response demonstrates a significant level of relevant experience giving the Authority a high level of confidence that the Bidder can lead and deliver successful direct marketing campaigns.

	3
	Response provides a robust overview that demonstrates the approach and methods used to lead and deliver successful direct marketing campaigns in the fundraising sector. 
Response provides a good level of relevant experience. Response provides the Authority with good confidence that the Bidder can lead and deliver successful direct marketing campaigns.

	2
	Response provides a satisfactory overview that demonstrates the approach and methods used to lead and deliver successful direct marketing campaigns in the fundraising sector.
Response provides a description of a satisfactory level of relevant experience. Response provides an acceptable level of confidence that the Bidder can lead and deliver successful direct marketing campaigns.

	1
	Response provides some level of understanding of the approach and methods used to lead and deliver successful direct marketing campaigns in the fundraising sector. 
Response provides a description of a limited level of experience. Response provides a less than acceptable level of confidence that the Bidder can lead and deliver successful direct marketing campaigns.

	0
	No response received or response demonstrates a very limited ability to lead and deliver successful direct marketing campaigns in the fundraising sector. 
Response provides a very limited description with an inadequate level of experience. Response provides an unacceptable level of confidence that the Bidder can lead and deliver successful direct marketing campaigns.


Question 8.2
	Score awarded

	Meaning

	4
	Response provides a very detailed and comprehensive overview that demonstrates how you have supported charitable organisations to achieve growth in direct marketing. 
Response provides a comprehensive description of a significant level of relevant experience detailing the methods, approach used and the financial impact achieved. Response provides a superior level of confidence that the Bidder can deliver growth in direct marketing 

	3
	Response provides a robust overview that demonstrates how you have supported charitable organisations to achieve growth in direct marketing. 
Response provides a good level of relevant experience detailing the methods, approach used and the financial impact achieved. Response provides the Authority with good confidence that the Bidder can deliver growth in direct marketing.

	2
	Response provides a satisfactory overview that demonstrates how you have supported charitable organisations to achieve growth in direct marketing. 
Response provides a description of a satisfactory level of relevant experience. Response provides an acceptable level of confidence that the Bidder can deliver growth in direct marketing.

	1
	Response provides some level of understanding of the support necessary for charitable organisations to achieve growth in direct marketing. 
Response provides a description of a limited level of experience in the methods, approach used and financial impact achieved. Response provides a less than acceptable level of confidence that the Bidder can deliver growth in direct marketing.

	0
	No response received or response demonstrates a very limited ability to support charitable organisations to achieve growth in direct marketing. 
Response demonstrates no experience, inadequate methods, poor approach used and no financial impact achieved.  Response provides an unacceptable level of confidence that the Bidder can deliver growth in direct marketing.


Question 8.3
	Score awarded
	Meaning

	4
	Response provides a very detailed and comprehensive answer that details your charity clients (relevant to The Christie) over the past 5 years.

Response provides a significant level of confidence that the Bidder has had relevant charity clients over the past 5 years.

	3
	Response provides a robust answer that details your charity clients (relevant to The Christie) over the past 5 years.

Response provides a good level of confidence that the Bidder has had relevant charity clients over the past 5 years. 

	2
	Response provides a satisfactory answer that details your charity clients (relevant to The Christie) over the past 5 years.

Response provides an acceptable level of confidence that the Bidder has had relevant charity clients over the past 5 years.

	1
	Response provides a less than satisfactory answer that details your charity clients (relevant to The Christie) over the past 5 years.

Response provides a less than acceptable level of confidence that the Bidder has had relevant charity clients over the past 5 years.

	0
	No response received or response provides a very limited answer for your charity clients (relevant to The Christie)over the past 5 years.

Response provides an unacceptable level of confidence that the Bidder has had relevant charity clients over the past 5 years.


Question 8.4
	Score awarded
	Meaning

	4
	Response provides a very detailed and comprehensive answer that provides evidence of your experience running integrated direct marketing fundraising campaigns across multiple channels.

Response provides a significant level of confidence that the Bidder has run integrated direct marketing campaigns across multiple channels. 

	3
	Response provides a robust answer that provides evidence of your experience running integrated direct marketing fundraising campaigns across multiple channels.

Response provides a good level of confidence that the Bidder has run integrated direct marketing campaigns across multiple channels.

	2
	Response provides a satisfactory answer that provides evidence of your experience running integrated direct marketing fundraising campaigns across multiple channels.

Response provides an acceptable level of confidence that the Bidder has run integrated direct marketing campaigns across multiple channels.

	1
	Response provides a less than satisfactory answer of your experience running integrated direct marketing fundraising campaigns across multiple channels.

Response provides a less than acceptable level of confidence that the Bidder has run integrated direct marketing campaigns across multiple channels.

	0
	No response received or response provides a very limited answer regarding your experience running integrated direct marketing fundraising campaigns across multiple channels.

Response provides an unacceptable level of confidence that the Bidder has run integrated direct marketing campaigns across multiple channels.


Question 8.5
	Score awarded
	Meaning

	4
	Response provides a very detailed and comprehensive answer that provides evidence of your experience of data segmentation and details the approach to data recommendations.

Response provides a significant level of confidence that the Bidder has experience in data segmentation and data recommendations. 

	3
	Response provides a robust answer that provides evidence of your experience of data segmentation and details the approach to data recommendations.

Response provides a good level of confidence that the Bidder has experience in data segmentation and data recommendations.

	2
	Response provides a satisfactory answer that provides evidence of your experience of data segmentation and details the approach to data recommendations.

Response provides an acceptable level of confidence that the Bidder has experience in data segmentation and data recommendations.

	1
	Response provides a less than satisfactory answer of your experience of data segmentation and your approach to data recommendations.

Response provides a less than acceptable level of confidence that the Bidder has experience in data segmentation and data recommendations.

	0
	No response received or response provides a very limited answer regarding your experience of data segmentation and your approach to data recommendations.

Response provides an unacceptable level of confidence that the Bidder has experience in data segmentation and date recommendations.


Question 8.6
	Score awarded
	Meaning

	4
	Response provides a very detailed and comprehensive answer that provides evidence of how your organisation and staff have kept up to date with sector developments.

Response provides a significant level of confidence that the Bidder and staff have kept up to date with sector developments. 

	3
	Response provides a robust answer that provides evidence of how your organisation and staff have kept up to date with sector developments.

Response provides a good level of confidence that the Bidder and staff have kept up to date with sector developments.  .

	2
	Response provides a satisfactory answer that provides evidence of how your organisation and staff have kept up to date with sector developments.

Response provides an acceptable level of confidence that the Bidder and staff have kept up to date with sector developments. 

	1
	Response provides a less than satisfactory answer of how your organisation and staff have kept up to date with sector developments. 

Response provides a less than acceptable level of confidence that the Bidder and staff have kept up to date with sector developments.

	0
	No response received or response provides a very limited answer of how your organisation and staff have kept up to date with sector developments. 

Response provides an unacceptable level of confidence that the Bidder and staff have kept up to date with sector developments.


Question 8.7 (For clarity, each reference will be scored separately on its own merit).

	Score awarded
	Meaning

	2
	Response provides an excellent written reference which is very comprehensive.

Response provides a significant level of confidence that the Bidder has worked effectively for a client within the last 12 months. 

	1.5
	Response provides a very good written reference which is very robust.

Response provides a good level of confidence that the Bidder has worked effectively for a client within the last 12 months.

	1
	Response provides a satisfactory written reference which is adequate.

Response provides an acceptable level of confidence that the Bidder has worked effectively for a client within the last 12 months. 

	0.5
	Response provides a less than satisfactory written reference. 

Response provides a less than acceptable level of confidence that the Bidder has worked effectively within the last 12 months.

	0
	No response received or response provides a very poor written reference. 

Response provides an unacceptable level of confidence that the Bidder has worked effectively within the last 12 months.


· Part 3 Section 9 Additional Questions
Question 9.1a – 9.1d

	Score awarded
	Response

	Pass
	Yes to all

	Fail
	No to one or more
OR

No response.


Annex A
Standard Selection Questionnaire

Potential Supplier Information and Exclusion Grounds: Part 1 and Part 2.
The standard Selection Questionnaire is a self-declaration, made by you (the potential supplier), that you do not meet any of the grounds for exclusion
. If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning).
A completed declaration of Part 1 and Part 2 provides a formal statement that the organisation making the declaration has not breached any of the exclusions grounds. Consequently we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2. For example these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria. This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
When completed, this form is to be sent back to the contact point given in the procurement documents along with the selection information requested in the procurement documentation. 
Supplier Selection Questions: Part 3
The procurement document will provide instructions on the selection questions you need to respond to and how to submit those responses. If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the selection questions on behalf of the consortium and/or any sub-contractors (together with information relating to your own organisation, as applicable).
If the relevant documentary evidence referred to in the Selection Questionnaire is not provided upon request and without delay we reserve the right to amend the contract award decision and award to the next highest scoring compliant bidder.
Consequences of misrepresentation
If you seriously misrepresent any factual information in filling in the Selection Questionnaire, and so induce an authority to enter into a contract on the basis of that information, there may be significant consequences.  You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may also be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years.
DIRECT MARKETING SUPPORT TO THE CHRISTIE CHARITY
CHRT505-2022-23-DES
 RESTRICTED PROCEDURE
Notes for completion
1. The “authority” means the contracting authority, or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process.

2. “You” / “Your” refers to the potential supplier completing this standard Selection Questionnaire i.e. the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

3. Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions, please submit a clearly identified annex.

4. The authority recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The authority will make a revised assessment of the submission based on the updated information, and depending on the outcome of that assessment reserves the right to exclude the relevant Bidder from this procurement process.

5. For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. 

6. All sub-contractors are required to complete Part 1 and Part 2
. 

7. For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors, providing one composite response and declaration.

The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure. 

Part 1: Potential supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration. 
	Section 1
	Potential supplier information

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information

	

	1.1(b) – (i)
	Registered office address (if applicable)
	

	1.1(b) – (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status 
a) public limited company

b) limited company 

c) limited liability partnership 

d) other partnership 

e) sole trader 

f) third sector

g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number 
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	Yes 
No  

N/A 
	☐
☐
☐

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	Yes 
No  


	☐
☐


	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual
	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)
?
	Yes 
No  


	☐
☐


	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  
 
- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 
- Over 25% up to (and including) 50%, 

- More than 50% and less than 75%, 

- 75% or more. 

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:
- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	


Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.

Please provide the following information about your approach to this procurement:
	Section 1
	Bidding model

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	Yes ☐
No   ☐
 If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Yes ☐
No   ☐


	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.
Name
Registered address
Trading status
Company registration number
Head Office DUNS number (if applicable)
Registered VAT number
Type of organisation
SME (Yes/No)
The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables
The approximate % of contractual obligations assigned to each sub-contractor



Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 
I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.
	Section 1
	Contact details and declaration

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address 
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature (electronic is acceptable)
	

	1.3(h)
	Date
	


Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 2
	Grounds for mandatory exclusion

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation.  
	Yes 
No   
	☐

☐

	
	
	If Yes please provide details at 2.1(b)

	
	Corruption.  
	Yes 
No   
	☐

☐

	
	
	If Yes please provide details at 2.1(b)

	
	Fraud. 
	Yes 
No   
	☐

☐

	
	
	If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	Yes 
No   
	☐

☐

	
	
	If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	Yes 
No   
	☐

☐

	
	
	If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	Yes 
No   
	☐

☐

	
	
	If Yes please provide details at 2.1(b)

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion ? (Self Cleaning)
	Yes 
No  


	☐
☐


	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?

	Yes 
No  


	☐
☐


	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


Please Note: The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
	Section 3
	Grounds for discretionary exclusion 

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)

	Breach of environmental obligations? 
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(e)
	Guilty of grave professional misconduct?
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	3.1(j)
3.1(j) - (i)
3.1(j) - (ii)
3.1(j) –(iii)
3.1(j)-(iv)

	Please answer the following statements
The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
The organisation has withheld such information.
The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Yes 
No  


	☐
☐


	
	
	If yes please provide details at 3.2

	
	
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	
	
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2

	
	
	Yes 
No  


	☐
☐


	
	
	If Yes please provide details at 3.2


	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	


Part 3: Selection Questions
 
	Section 4
	Economic and Financial Standing 

	
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with ( in the relevant box.

	Yes ☐
No   ☐

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.

	Yes ☐
No   ☐

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes ☐
No   ☐

	
	(c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes ☐
No   ☐

	4.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.
	MINIMUM LEVEL NOT SPECIFIED THEREFORE THIS IS NOT APPLICABLE 

	4.3
	This component of the Authority’s assessment of whether a Bidder’s economic and financial standing is satisfactory twill consider the Financial Risk Indicator credit ratings provided in the Dun & Bradstreet report relating to each Bidder.

Please enter your organisation’s D & B failure score in the adjacent box.
	

	4.4
	From your audited accounts for the last two years (or alternative financial information provided in accordance with question 4.1) please indicate the trade creditor days of your organisation.  
The calculation to be used is trade creditors x 365 divided by turnover. 
You must include the calculation of how the number of trade creditor days has been arrived at with your answer (including all relevant values used in the calculation).
Please show the full calculation with values for the last two years in the adjacent box.  If you have not been trading for 2 years please confirm that this is the case and provide the full calculation with values for length of time you have been trading. 


	

	4.5
	From your latest audited accounts for the last two years (or alternative financial information provided in accordance with question 4.1) please indicate the current ratio of your organisation.  
The calculation to be used is; current assets divided by current liabilities.  
You must include the calculation of how the current ratio of your organisation has been arrived at with your answer (including all relevant values used in the calculation).
Please show the full calculation with values for the last two years in the adjacent box.  If you have not been trading for 2 years please confirm that this is the case and provide the full calculation with values for length of time you have been trading. 

	

	4.6
	From your latest audited accounts for the last two years (or alternative financial information provided in accordance with question 4.1) please indicate how many years’ net profits (rather than losses) have been achieved.  
Please provide detail of each annual value.  All values should match the supporting financial information submitted. 
You must include the calculation of how your organisation’s net surplus/profit for each of the two required years has been arrived at with your answer (including all relevant values used in each calculation). If you have not been trading for 2 years please confirm that this is the case and provide the full calculation with values for length of time you have been trading. 

	


	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	

	Relationship to the Supplier completing these questions
	


	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Yes ☐
No   ☐

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Yes ☐
No   ☐

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Yes ☐
No   ☐


	Section 6
	Technical and Professional Ability 


	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.
If you cannot provide examples see question 6.3


	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	


	6.2

	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

	
	


	6.3  
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	


	Section 7
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015

	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	
Yes   ☐
N/A   ☐


	7.2
	If you have answered yes to question 7.1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?

	Yes   ☐
Please provide the relevant url …
No    ☐
Please provide an explanation


	Section 8
	Project specific questions to assess Technical and Professional Ability 


	8.1
	What experience does your organisation have in leading and delivering successful direct marketing campaigns in the fundraising sector? Please provide examples.

Maximum word count 500.
	

	8.2
	Providing examples, please outline how you have supported charitable organisations to achieve growth in direct marketing, detailing the methods, approach used and the financial impact achieved.

Maximum word count 500. 
	

	8.3
	Please provide details of your charity clients (relevant to The Christie) over the past 5 years. This may be anonymised by sector description and charity income if required.
Maximum word count 500. 
	

	8.4
	Please provide evidence of your experience in running integrated direct marketing fundraising campaigns across multiple channels.
Maximum word count 500. 
	

	8.5
	Please describe your experience regarding data segmentation and your approach to data recommendations.
Maximum word count 500. 
	

	8.6
	Please explain how your organisation and staff have kept up to date with sector developments.

Maximum word count 500. 
	

	8.7
	Provide 2 full written references from clients you have worked with in the last 12 months (can be the same clients as named in section 6 if required).
	


9. Additional Questions
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
	Section 9
	Additional Questions 
	

	9.1
	Insurance
	

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:  

Employer’s (Compulsory) Liability Insurance = £5m
Public Liability Insurance = £5m
Professional Indemnity Insurance = £1m

*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.
	Yes  ☐        No  ☐
Yes  ☐        No  ☐
Yes  ☐        No  ☐



ANNEX B

CONFIDENTIAL AND COMMERCIALLY SENSITIVE INFORMATION

5 INFORMATION SUPPLIED BY THE AUTHORITY

5.1 All information that the Authority supplies as part of this contract may be regarded as Confidential Information as defined in Schedule 4 of the NHS Terms and Conditions.  

6 INFORMATION THAT THE BIDDER CONSIDERS TO BE EXEMPT FROM DISCLOSURE
6.1 The Bidder considers that the type of information listed below is exempt from disclosure under the Freedom of Information Act 2000 ("FOIA") and/or the Environmental Information Regulations 2004 ("EIR") for the reasons given below. 
	Information considered exempt from disclosure (include page/paragraph reference)
	Reason for FOIA/EIR exemption 
	Period exemption is sought 

	
	
	

	
	
	

	
	
	


�HYPERLINK  \l "questions" \o "Link to Guidance Note"��


�











�HYPERLINK  \l "procurementtwofive" \o "Link to Guidance Note"��


�














� For the list of mandatory and discretionary exclusion grounds within the regulations please see � HYPERLINK "https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf" �https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf�


� For the list of exclusion please see � HYPERLINK "https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf" �https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf�


� See PCR 2015 regulations 71 (8)-(9)


� See EU definition of SME � HYPERLINK "https://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition_en" �https://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition_en�


�  UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. � HYPERLINK "https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships" \h �See PSC guidance�. 


� Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. 


� � HYPERLINK "https://www.gov.uk/government/collections/procurement-policy-notes" �See Action Note 8/16 Updated Standard Selection Questionnaire�








