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TENDER FORM – ESF 2007 – 2013

Before completing this Tender Form you are advised to read the following: -

· Tendering Instructions for Bidders,

· The Specification for England (Signed off Version1),
· The detailed Local Specification,

· Provider Guidance, 

· DWP Terms and Conditions (including schedules).

	Reference Number and Title of Local Specification: 
	


PART 1
ORGANISATION IDENTITY

	Name of the legal entity in whose name this Tender is submitted:
	

	Trading name (if different from above):
	

	Company registration number:
	

	Registered address:
	

	Head Office address, if different to registered address:
	

	VAT registration number:
	

	Website address (if any)
	

	Name and job title of main contact:
	

	Address of main contact:
	

	Telephone No:
	

	Mobile Telephone No:
	

	Fax No:
	

	Email Address:
	

	Alternative contact name and telephone no:
	

	Are you a Jobcentre Plus/DWP Accredited Provider? (i.e. have you undergone an assessment with the Jobcentre Plus/DWP Accreditation service?):
	Yes/No

If Yes, state your unique ID:

If No, DWP will require successful bidders to become accredited before any contract can be awarded.  (See Tendering Instructions)


PART 2    ELIGIBILITY TO SUBMIT A TENDER

In order to be able to submit a tender, all organisations must read the conditions and circumstances listed below and sign the declaration.

This programme is a residual (Part B) service, and therefore Regulation 23 of the Public Contracts Regulations 2006 is not applicable.  However, the Department for Work and Pensions will use the rules set out in Regulation 23 of those Regulations as part of its assessment of an organisation’s eligibility to submit a tender.

SUMMARY OF INELIGIBILITY CONDITIONS INCLUDING THOSE PROVIDED BY REGULATION 23 OF THE PUBLIC CONTRACTS REGULATIONS 2006

Under Regulation 23 of the Public Contracts Regulations 2006 an organisation may be deemed ineligible to tender for, or be awarded, a public services contract when that organisation is:
· In a state of bankruptcy, insolvency, compulsory winding up, administration, receivership, composition with creditors or any other analogous state, or subject to relevant proceedings;

· Has been convicted of a criminal offence related to business or professional conduct;

· Has committed an act of grave misconduct in the course of business;
· Has not fulfilled its obligations relating to the payment of social security contributions;

· Has not fulfilled obligations relating to payment of taxes;

· Is guilty of serious misrepresentation in supplying information required by the Department for Work and Pensions under this Tender; 

· Is not in possession of a licence or not a member of the appropriate organisation where the law of that State requires it. 

In addition, Regulation 23(1) of the Public Contracts Regulations 2006 requires an organisation to be rejected if that organisation or its directors or any other person who has powers of representation, decision or control of the organisation has been convicted of any of the following offences:

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

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

	(c)
	the offence of bribery;


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

	
	(i)
	the offence of cheating the Revenue;

	
	(ii)
	the offence of conspiracy to defraud;

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

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

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

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

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

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

	(f)
	any other offence within the meaning of Article 45(1) of the Public Sector Directive as defined by the national law of any relevant State.


I confirm that I have read the above conditions and circumstances and further confirm that none applies to this organisation, its directors, or any other person who has powers of representation, decision or control of the organisation.

	Name:


	

	Signature:


	

	Position:


	

	Telephone No:


	

	E-Mail address:


	

	Date:


	


Note: The Department for Work and Pensions may seek evidence at a later date in confirmation of your answer.

PART 3
ORGANISATION INFORMATION

	Is your organisation:

	
A Private Sector organisation?
	Y/N

	
A Public Sector organisation?
	Y/N

	
A Third Sector organisation?
	Y/N

	Do any of the following statements apply to your organisation?

	
It is a partnership
	Y/N

	
It is a Voluntary or Community organisation
	Y/N

	
It is a Registered Charity
	Y/N

	
It is a Social Enterprise
	Y/N

	
I am a Sole Trader
	Y/N

	Please provide a brief history of your organisation and a summary of your business activities, including any other names that you have traded under.

	

	Number and locations of premises from which your organisation provides services similar to those required in the specification(s).

	

	

	

	

	The number of staff-units (i.e. full time equivalent) currently involved directly in the provision of services similar to those required in the specification(s).

	Permanent staff numbers
	
	Sub-contractor staff numbers (where applicable)
	

	Of the above staff-units please identify the numbers working in the following areas:

	
	Permanent
	Sub-contractor

	Management
	
	

	Delivery staff
	
	

	Administration
	
	

	Others (specify)
	
	

	Details of staff turnover as a percentage of your own workforce for the last 3 years:
	

	Is your organisation registered under the Data Protection Act 1998?
	Y/N
	If Yes, please provide your registration number:
	


PART 4
CONTRACTING STRATEGY

	Please tick the box below which applies:

	(a) Your organisation is bidding to directly deliver ALL the provision required
	

	(b) Your organisation is bidding in the role of Prime Contractor and intends to use sub-contractors to deliver some of the provision required
	

	If (a), please explain your rationale for directly delivering all of the provision required.

	

	If (b), please explain how you will choose suitable sub-contractors.

	

	If (b), please provide details of any relevant experience of managing sub-contractors, including examples.

	

	We need to understand what will be delivered and from where.  You should provide details of the specific elements of the service which your organisation will deliver directly. You should also provide a list of the organisations with which you have made provisional arrangements to deliver other specific elements of the service requirement (either under contract to your organisation or through consortium or other partnership arrangements).  

See attached Part 4 Annex 1, which has been provided for this purpose.  You should begin by including your own organisation.

Please also attach a letter from each of the organisations listed, which confirms that they have agreed to deliver the stated element(s) and that they have agreed a price for delivery.  Part 4 Annex 2 provides the format which must be used for this letter.  You should only include the information requested in Annex 2; any information in addition to that required, will not be evaluated.




PART 5
QUALITY ASSURANCE

	(a) Please provide an outline of your quality assurance policy.

	

	(b) Please provide details of any quality standards that your organisation holds or has applied for e.g. ISO 9000, Matrix, Customer First.  Please include a copy of any certificate.  (If you do not have any quality standards please insert ‘None’).

	

	(c) Please provide the dates and results of any external inspections (e.g. by ALI/Estyn/Ofsted) and a copy of the summary of grades awarded.  Please do not include a full copy of the inspection report.  (If you have not had any external inspections, please insert ‘None’).

	


PART 6
BUSINESS CAPABILITY

	A - Experience and performance

	(a) Please provide information on your performance under contracts you have held in the last 3 years, including the targets set and the outcomes achieved.  You should detail individual contracts, which are most relevant to the customer group(s) and/or provision in the specification(s).
You should include the five best performing contracts, and your worst performing contract i.e. a maximum of six contracts.

If your organisation does not hold at least six contracts, then you should annotate your response accordingly.  

	Please use Part 6 Annex 1 attached for your response.  



	(b) Please explain what you have done/are doing to improve the performance of your worst performing contract.  If all of your contracts are currently performing well you should refer back to a previous occasion when you have undertaken performance improvement action on a contract.

	

	B - Knowledge and experience of customer groups, moving them nearer to the labour market and into employment

	(a) Please give details of your knowledge of the particular needs of the customer group(s) included in the specification(s), and the services they require to move them into employment?

	

	(b) Please provide evidence of how your organisation has met the specific needs of those most disadvantaged in the labour market, for example, disabled people, people with particular learning difficulties, and people from black and ethnic minority communities.

OR

If your organisation does not have experience of meeting the specific needs of those most disadvantaged in the labour market, please explain how you will address this.

	

	C - Knowledge and experience of working with employers

	(a) Please outline the knowledge and experience your organisation has of working with employers to meet local labour market needs and move customers into work, including examples.

OR

If your organisation has little or no experience of working with employers to deliver employment related provision to meet local labour market needs and move customers into work, please explain how you will develop this. 

	


PART 7 
DELIVERY PROPOSALS

	(a) What do you consider to be the key elements contained in the Local Specification and how will you deliver those key elements?  

(Where there are a number of different interventions within the Local Specification, please ensure that your response clearly differentiates between interventions).

	

	(b) Please set out your performance offer for Starts and Job Outcomes (for each intervention within the specification if there are several).  Please explain the rationale for these offers and describe how you will support and achieve them.  

The totals here must be consistent with those at Part B of the Pricing Proposal Documentation.  You should refer to the Specification for England and the Local Specification for performance expectations.

	

	(c) How will you ensure that this provision takes into account the needs of local employers and the local labour market?

	

	(d) How will you develop and utilise links with relevant local partnerships and organisations?

	

	(e) How will you identify and engage with customers to encourage them to participate?  What is the rationale behind your proposals?

	

	(f) How will you support customers through this provision and into sustainable work?

	

	(g) How will you track customer outcomes? 

	


PART 8
HUMAN RESOURCE REQUIREMENTS
	For both your organisation and your sub-contractors/partners/consortium members, where applicable: -

	(a) Please provide details of the resources that you and your Subcontractors expect to use to manage and deliver this provision, by job title and staff unit (i.e. whole time equivalent), and the rationale behind these proposals.

	

	(b) Please provide a brief pen picture to describe each of the different job roles, and the level of skill and experience required for each.

	

	(c) Please indicate which staff will be drawn from within current resources and which are to be newly recruited.  If newly recruited, how long will the recruitment process take?

	

	(d) Please describe your contingency plans for dealing with fluctuating customer numbers, indicating the maximum and minimum volumes that can be handled without an adverse effect on your HR proposals.

	


PART 9
MANAGEMENT AND QUALITY

	(a) Please attach an organisation chart for this provision, showing internal management structures, the interfaces with any partner/sub-contractor organisations, responsibilities and reporting lines, together with details of where all key personnel would be based.  

	

	(b) Please clearly describe management roles and responsibilities and how this provision would be co-ordinated.

	

	(c) Please describe how you will monitor and manage this provision to ensure a quality service is provided and continually improved, including delivery by sub-contractors if appropriate.

	

	(d) Please describe your procedures for handling complaints from customers.

	

	(e) Please explain how the proposed arrangements would be put in place without adversely affecting your organisation’s ability to deliver its existing contracts.  

	


PART 10
PREMISES AND FACILITIES
	For both your organisation and your sub-contractors/partners/consortium members, where applicable: -

	(a) Please indicate where all the delivery premises would be sited (with addresses where available), and explain why you consider that this/these locations are suitable for this particular provision.   

	

	(b) What facilities are or will be available at this/these locations (e.g. number and type of rooms, welfare facilities, equipment, etc.)

	

	(c) If you intend to use existing premises for this provision, please explain how this would fit with their current use.  Please also outline if your current premises will require any reasonable adjustments to allow access to the provision for disabled people.

	

	(d) If you intend to secure any new premises, what contingency arrangements would you put in place if there were problems securing them within the timescales, including making any reasonable adjustments to allow access to the provision for disabled people?

	

	(e) Please describe your contingency plans for dealing with fluctuating customer numbers, indicating the maximum and minimum volumes that can be handled without an adverse effect on your premises proposals.

	


PART 11
IMPLEMENTATION PLAN
	Please provide an implementation plan which details all the activities required to put the provision into place.  
It should be clear what the timeframes are for the individual activities, and who is responsible for each activity and how you plan to address any contingencies.  Dates on the plan should be as specific as possible e.g. by 21.1.09 rather than January 2009.

	


PART 4 ANNEX 1

ORGANISATIONS PROPOSED TO DELIVER SPECIFIC ELEMENTS OF THE SERVICE

PLEASE NOTE – This Annex is not included in the total overall page limit.

	
	NAME OF DELIVERY ORGANISATION

(Begin by including your own organisation)
	TYPE OF ORGANISATION

Private, Public or Third Sector?
	ELEMENT(S) OF PROVISION TO BE DELIVERED
	DELIVERY LOCATION

e.g. town, community.  Do not include address of premises.

	Prime Contractor
	
	
	
	

	Organisation A
	
	
	
	

	Organisation B
	
	
	
	

	Organisation C
	
	
	
	

	Organisation D
	
	
	
	

	Organisation E
	
	
	
	


Increase number of rows in table as required

PART 4 ANNEX 2

FORMAT OF LETTER FROM ORGANISATIONS TO BE INVOLVED IN DELIVERY AS SUB-CONTRACTORS

A letter containing the following declaration should be submitted by each proposed sub-contractor organisation and attached to the Tender Form.

You should only include the information requested; any information in addition to that required, will not be evaluated.

To:
 Department for Work and Pensions

Date:


I confirm that we have agreed in principle with [name of bidding organisation], a price for directly delivering the following elements of the service described in their tender:-

[list below elements of service to be delivered]

I have read and understood the specification for the elements of provision, which my organisation will deliver.

I also confirm that we will not further sub-contract any of these services.

Signed

[the person signing the letter should be authorised to sign contractual agreements on behalf of their organisation]

PART 6 ANNEX 1 - SUMMARY OF PERFORMANCE UNDER INDIVIDUAL CONTRACTS HELD 

PLEASE NOTE – This Annex is not included in the total overall page limit. The separate limit for this Annex is two pages.

	Customer

	Brief overview of contract purpose and customer group involved
	Start Date of contract
	End Date of contract
	Period to which performance relates
	Number of customers starting in period
	Job Outcome target 
	Actual Job Outcome performance

	e.g. LSC, Jobcentre Plus
	e.g. To assist redundant staff from motor vehicle manufacturers, to find alternative employment.
	
	
	This must be the most recent 12 month period
	
	e.g. 60%
	e.g. 65%

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Please note that the Department for Work and Pensions (DWP) may validate any performance information provided for DWP/Jobcentre Plus contracts.  Additionally DWP may elect to contact any other organisation given above, for a reference.  Your permission to do so will be sought in these instances.

PART 12
DECLARATION BY TENDERER

You must complete this Declaration by Tenderer.  Failure to include this declaration could result in your bid being disqualified.

To:

The Secretary of State for Work and Pensions 

Ref No and Title of Local Specification: ……......................................
1. I have examined the proposed Contract documents and all other documents and Annexes enclosed with this declaration and the clarifications issued during the Invitation to Tender period.

2. I have completed and enclosed all information required in the Tender Form in the format and order required.

3. I have reviewed acceptability of contract documents.

4. I hereby offer to enter into a Contract with the Secretary of State for Work and Pensions upon the terms and conditions in the said Contract documents with the exception of any proposed variations or additions to conditions of Contract or specification as attached to this declaration.

5. I warrant that I have taken all requisite corporate action, including a resolution from the Board of Directors, approving the execution, delivery, and performance of the Contract.

6. I declare that this is a bona fide Tender, intended to be competitive, and that I have not fixed or adjusted the amount of the Tender by or under or in accordance with any agreement or arrangement with any other person ('person' includes any persons and any body or association, corporate or incorporate; and 'any agreement or arrangement' includes any such transaction, formal or informal, and whether legally binding or not).

7. I also declare that the organisation is not aware of any connection with a member of the Authority staff which could affect the outcome of the bidding process.  I further declare that I have not done and I undertake that I will not do at any time any of the following:

A. communicate to any person, including the addressee calling for the Tender, the amount or approximate amount of the proposed Tender;


B. enter into any agreement or arrangement with any other person or body that he or it shall refrain from tendering or as to the amount of any Tender to be submitted;


C. offer or pay or agree to pay any sum of money or valuable consideration directly or indirectly to any person for doing or causing to be done in relation to any other Tender for the said work any act of the kind described above;


D. canvas or solicit Department for Work and Pensions staff.

8. I understand that the Department for Work and Pensions is not bound to accept the lowest or any Tender.

9. I affirm that none of the activities, outcomes and outputs detailed in this tender are supported through other funding sources 

10. This Tender shall remain open for acceptance by the Department for Work and Pensions for a period of six months after the due date for return of Tenders specified in your Invitation To Tender.


Signed: .....................................................................................


Date: .........................................................................................


Name: .......................................................................................


In the capacity of: .................................................................….


Duly authorised to sign Tenders on behalf of:


Name of organisation: ...........................................……………


Contact Telephone Number ……………………………………..

e-mail address……………………………………………………..

Fax Number ……………………………………………………….

Annex to Part 12
 

CONTRACT TERMS AND CONDITIONS

Please complete if you have any issues with or comments on, the Department for Work and Pensions Contract Terms and Conditions 
	
	Terms and Conditions Reference Number
	Issues or comments

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
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