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WELFARE TO WORK

PRE-QUALIFICATION INSTRUCTIONS FOR BIDDERS

Invest to Save (ItS)

Note: Invest to Save (ItS) is a working title for these pathfinders and may therefore be subject to change during the competition
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SECTION 1 – INTRODUCTION

1.1
These instructions, together with the supporting information and all other information to which they refer, are designed to ensure that all interested and eligible organisations are given the opportunity to compete on a fair and equal basis for these contracts. It is important that bidders provide all the information asked for in the format and the order specified.

1.2
This Pre-Qualification Questionnaire (PQQ) sets out the information which is required by the Department for Work and Pensions (DWP) to assess the suitability of Bidders in terms of their technical knowledge and experience, capability/capacity, organisational and financial standing to meet the requirement. 

1.3
If bidders wish to be considered for tendering for this procurement they must  request a unique reference number by emailing the PQQ registration form to Invest.tosave@dwp.gsi.gov.uk and must thereafter complete and return the attached (PQQ) in accordance with these instructions.

1.4
The qualification process objective is to assess the responses to the PQQ and select Bidders to proceed to the next stage of the procurement exercise. In recognition of the costs involved and also in order to operate effective Dialogue, DWP will reserve the right to reduce the number of bidders invited to participate in dialogue following PQQ evaluation by compiling a merit list and then excluding those bidders with the lowest scores.  
1.5.
In order to be able to submit a PQQ, all Potential Bidders must read the conditions and circumstances listed at Part 1 of the PQQ and sign the declarations provided.

Before completing the PQQ you are advised to read carefully the:

· Provision Specification and Supporting Information for this specific procurement and these instructions; 
· Provider Guidance pages on the Welfare to Work Services section of the Supplying DWP website; http://www.dwp.gov.uk/supplyin g-dwp/what-we-buy/welfare-to-work-services/provider-guidance/
· Invest to Save draft Terms & Conditions  

1.6
Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that bidders will not be invited to participate further in this competition.

1.7
Bidders wishing to participate in the competition and submit a completed PQQ response are advised to familiarise themselves with the documents listed in para 1.5 and ensure that they are adequately informed as to the nature of the requirement in order to prepare a properly detailed response. 

1.8
As DWP proposes to only contract with single legal entities, comprised of a legally constituted organisation or a legal entity made up of a number of bidders (i.e. a Special Purpose Vehicle), only one PQQ response is required per legal entity. This response should identify all the contract packages that the bidder is interested in tendering for.  Long-listed bidders will be invited to participate in competitive dialogue at the second stage of the competition, based upon their response to the PQQ and DWP’s assessment of their financial capability. Thereafter bidders will be invited to submit an outline solution which following evaluation will identify a short-list to progress to the final phase of dialogue and submission of a Final Tender.

SECTION 2 - Contracting with DWP

DWP is committed to public sector best practice. Competitive processes are governed by EU law and UK legislation and conducted in accordance with The Office of Government Commerce (OGC) standards. DWP has a duty to safeguard the resources for which it is responsible and its officials must act with impartiality, honesty and integrity at all times to make sure public money is used for the intended purpose. The same high standards of propriety are expected from all bidders, sub-contractors and partners working with, or on behalf of, the Department. Bidders must be aware of the following.

Fraud Prevention  

Effective anti-fraud and control measures are a key element of good administration to protect public funding, both contractors and sub-contractors are expected to have in place systems and processes that seek to prevent fraud and ensure that it will be detected promptly if it does occur. 

Her Majesty’s Government (HMG) Personnel Security Requirements  

The HMG Baseline Personnel Security Standard is a staff vetting procedure, introduced by the Cabinet Office in July 2006 to help protect Government assets. It requires that a number of checks are made on persons who are to be given access to Government assets (premises, systems, information or data).  DWP has successfully implemented the procedure in respect of the recruitment of Civil Servants and it must also be applied to all DWP commercial arrangements, where bidders (and any of their sub-contractors’) staff require access to Departmental Assets in the course of their duties. Full details of the contractual obligations required to comply with the above procedures can be found in the Guidance document “HMG Baseline Personnel Security Standard - A Guide for DWP Contractors”. A PDF version can be viewed at:  

http://www.dwp.gov.uk/docs/aguidefordwpcontractors.pdf
Data Security Requirements 

Following publication of the Data Handling Procedures in Government Report June 2008, Cabinet Office has introduced mandatory requirements relating to data handling, security and information assurance in government contracts. Information must be protected, together with systems, equipment and processes which support its use. This information may include data, text, drawings, diagrams, images or sounds in electronic, magnetic, optical or tangible media, together with any Personal Data for which DWP is the Data Controller. Our Contractors must provide an appropriate level of security. Contractors will be required to submit a draft Security Plan with their Final Tender if successful at PQQ and Outline Solution stages, which details all activities required to safeguard DWP information in compliance with the DWP Security Policy.  See Schedule 11 of the Draft ItS Terms & Conditions.
Transfer of Undertakings Protection of Employment (TUPE)

DWP seeks to ensure that responsibilities under TUPE are apportioned fairly both at the beginning of a contract and when it comes to an end.  Contractors are required to preserve the continuity of employment and terms and conditions of employees who are transferred to them as a result of a contract award.  They are also required to assist in the transfer of employees to the new contractor when the contract comes to an end.  Bidders must be prepared to give assurance of compliance with TUPE Regulations should they apply to this tender exercise.
Sustainable Development 

DWP supports the main goal set out in the UK Strategy for Sustainable Development (Securing the Future, 2005) which is to ‘enable all people to satisfy their basic needs and enjoy a better quality of life without compromising the quality of life of future generations’. This includes four main aims - social progress recognising the needs of everyone; effective protection of the environment; prudent use of natural resources; and maintenance of high and stable levels of economic growth. 

DWP Contractors are required to ensure that they and their sub-contractors use all reasonable endeavours to comply with the principles set out in the UK Strategy and the Sustainable Operations on the Government Estate (SOGE) targets. An overview can be found in the DWP Sustainable Procurement Awareness Sheet for Contractors.

http://www.dwp.gov.uk/supplying-dwp/doing-business-with-dwp/sustainable-procurement/
DWP Contractors are required to provide a policy statement within six months of the contract start date to demonstrate how they will satisfy and adhere to the principles of sustainable development, together with an action plan to explain how they will deliver environmental and community benefits.

Diversity and Equality  
Diversity and equality is a prominent theme running through DWP Departmental Strategic Objectives – the objectives that underpin all of our activities and define the nature of the Department. DWP also has a ‘duty to promote’ on equality and the department needs to ensure that it actively promotes equality of opportunity for and good relations between, all persons irrespective of their race, gender, gender reassignment, disability, age, sexual orientation or religion/belief.

As a result of the above, DWP (and wider Government) need to consider equality when conducting their commercial activities – there is a real opportunity to make a difference by addressing equality issues professionally in the procurement process.

As a minimum, all successful contractors must ensure compliance with equality legislation and satisfy the requirements set out in the DWP Diversity and Equality Requirements contract schedule. Contractors delivering services to customers or DWP staff on behalf of the department can expect some additional requirements and will find that diversity and equality elements and performance are prominent features in the service specification that they are contracted to deliver and the Key Performance Indicators (KPIs) that they are measured against.

DWP Customer Charter

DWP is committed to providing high quality and efficient services to our customers. The DWP Customer Charter sets out the standards that customers can expect and what their responsibilities are in return. DWP are dedicated to raising the standards of all our contracted provision and require all contractors and sub-contractors to embed the principles of the Customer Charter into the services they deliver on DWP behalf. Both Contractors and sub-contractors are expected to have in place systems and processes that seek to enhance the customer experience and ensure that issues are identified and resolved promptly if they occur.

The customer charter can be found at;

http://www.dwp.gov.uk/docs/customer-charter-dwp.pdf
Code of Practice on Workforce Matters in Public Sector Service Contracts

It will be a condition of this Contract that the successful organisation will be required to comply with the Code of Practice on Workforce Matters in Public Sector service contracts.  Its purpose is to prevent the emergence of a two-tier workforce by requiring that where a service provider recruits new employees to work alongside employees transferred from the public sector, it will offer employment on fair and reasonable terms and conditions which are overall no less favourable than those of the transferred employees.

The Code of Practice can be found at;

http://archive.cabinetoffice.gov.uk/opsr/workforce_reform/code_of_practice/index.asp
DWP Code of Conduct


The DWP Code of Conduct spells out the key values and principles of behaviour which DWP expects of Organisations which are essential for creating healthy, high performing supply chains. Organisations that contract with DWP will be expected to operate in accordance with the Code of Conduct.  

The Code is Annex 1 to the DWP Commissioning Strategy and be found at; 

http://www.dwp.gov.uk/docs/cs-rep-08.pdf
Supplier Charter

The Supplier Charter is a set of principles that outline how DWP and its suppliers, will work together to help DWP achieve its strategic objectives. The charter embraces a partnering approach to driving up value for money through continuous improvement and innovation. It reflects DWP core values and our commitment to a fairer and more sustainable society.  The charter has six main sections covering: partnering; innovation and continuous improvement; value for money; information security; DWP core values; a fairer and more sustainable society. 

Suppliers will be expected to deliver contracts in accordance with the broad principles of the charter, where appropriate suppliers will be asked to formally sign the charter.  A full copy of the charter is embedded below.
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Advertising Job Vacancies

One of the key objectives of the Department for Work and Pensions is to move people from welfare into work. Jobcentre Plus – an Agency of the Department – has a Great Britain-wide network of public offices that provide job broking services for unemployed people. The supplier is therefore required to notify Jobcentre Plus when recruiting staff for any entry-level job vacancies located within Great Britain, which may arise from the delivery of the contract to the Authority. 

The Contractor is also encouraged to notify Jobcentre Plus of any other vacancies that may arise.  The Contractor may in addition use other recruitment methods.

SECTION 3 - BACKGROUND INFORMATION

2 
Contract Strategy

2.1
DWP's commissioning strategy is to let fewer and larger contracts with Organisations who have the capacity to manage an effective network of private, public and voluntary sector organisations. The selected bidders will be required to work in an equitable and collaborative manner with these organisations to ensure that the specific needs of all customers within the relevant geographical area are fully met. DWP will enter into contracts with a single lead entity (Prime Contractor) who will deliver ItS in one of the following ways:

i. Direct delivery by one organisation;

ii. Direct delivery of a proportion of the provision and subcontracting of the remaining provision to other organisations; 

iii. Sub-contracting of the entire provision to other organisations;

iv. Partnership 

2.3
DWP has no preference for any of these options and all bids will be considered on their merits. 

3
Prime Contractor – Roles and Responsibilities

3.1
At the Final Tender stage, short-listed bidders opting to deliver with sub-contractors will be asked to include a signed letter of intent from each proposed sub-contractor to the effect that they have agreed details of the services which they would provide and that they are content with the associated funding arrangements. 

3.2
It is DWP’s expectation that those organisations included in the Final Tender will commence subcontracted delivery when Contract delivery commences.  Any subsequent changes must be agreed with DWP.

3.3
DWP will make all payments for provision direct to the selected Prime Contractor. The Prime Contractor will be required to pay each of its sub-contractors within 30 days of receipt of a valid invoice, as provided for in DWP standard Conditions of Contract.

3.4
The selected Prime Contractor will be required, where appropriate, to ensure that the terms of its contract with DWP are reflected in the terms of its contracts with all its sub-contractors, and that each sub-contractor is bound by the same obligations as will apply to the selected. DWP will not necessarily expect sub-contracts to reflect the payment terms agreed with the Prime Contractor. We expect risk/reward to be fairly assigned across the supply chains in ways that allow small and specialist organisations to play their part.  Please also refer to DWP Code of Conduct in Section 2 of this document.
4
Consortia and Special Purpose Vehicles (SPVs)

4.1
DWP will only contract with a single legal entity. Where a consortium intends to bid, they have 2 options:

· Nominate a lead organisation who will act as the Prime Contractor, with the other organisations as sub-contractors; or

· Set up a new legal entity such as a Special Purpose Vehicle (SPV) to bid for the contracts.

4.2
Where a consortium nominates a lead body to act as a Prime Contractor, the response should be completed by the Prime Contractor only.

4.3
Only 1 response is required on behalf of a proposed Special Purpose   Vehicle, but should incorporate information on, and from, other members where requested in the PQQ. Responses must enable DWP to assess the overall service proposed.

4.4
Where organisations intend to form a legal entity for the purpose of bidding (a SPV) but have been unable to complete the process of formation before the deadline for submission of PQQs, DWP will consider such a PQQ on its merits. In the event that such an organisation is long listed and invited to compete in the second stage, they will need to have established the SPV and the legal entity must be formed prior to any successful bidders being awarded a contract.


5
Briefing Events

5.1
The DWP plans to hold supplier briefing events to explain ItS requirements more fully and to answer questions from potential bidders about this and the bidding process itself. 

5.2
Please complete the PQQ registration form to secure a place on the bidder events. If you have already registered an interest in attending the PQQ events you will receive details. If you have not yet registered your interest, please contact the event organisers immediately by emailing invest.tosave@dwp.gsi.gov.uk 

	Venue
	Date

	Central London
	24th February 2010

	Central Birmingham
	25th February 2010


5.3
For the benefit of those organisations that are unable to attend an event, we will be publishing the presentation slides together with full details of any questions raised and the answers that were provided on the Supplying DWP website.

6
High Level Procurement Timetable

6.1
Set out below is the proposed procurement timetable. This is intended as a guide and could be subject to change. 

	Final PQQ Questions  
	5 March 2010

	Deadline for PQQ responses
	19 March 2010

	Long-listed Bidders Announced
	10 May 2010

	Issue Invitation to Participate in Dialogue
	14 May 2010

	Dialogue
	1 June – 9 July 2010

	Complete Outline Solution
	1 June – 9 July 2010

	Deadline for Outline Solution
	9 July 2010

	Short-Listed Bidders Announced
	10 September 2010

	Invitation to Continue Dialogue
	13 September 2010

	Dialogue
	13 September – 29 October 2010

	Complete Final Tender
	1 November – 26 November 2010

	Submit Final Tender 
	26 November 2010

	Post Tender Clarification
	17 January – 4 February 2011

	Announce Award Decision / Standstill Period
	18 February 2011

	Contract Award
	7 March 2011

	Implementation and Transition
	7 March to May 2011 

	Service Commencement
	May 2011


7
Questions and Answers

7.1
If bidders require any further information to enable them to complete a response to the PQQ or if bidders wish to query any aspect of this competition, please contact: Invest.tosave@dwp.gsi.gov.uk. DWP would encourage bidders to only submit urgent questions prior to the bidders events as we anticipate that these events will answer most questions.

7.2
Bidders should note that DWP responses to all enquiries from bidders will be made anonymous and published in the form of a Question and Answer brief on the Supplying DWP website.  If a question is deemed by a bidder to be commercially confidential, then the bidder should indicate that they believe this to be the case.  DWP will consider and if in agreement will exercise due discretion in handling the question and limiting the circulation of the answer(s) to the bidder who has raised the question.

7.3
The closing deadline for the submission of enquiries to DWP 5 March 2010 and responses will be given by 12 March 2010. The final Q & A log will be published by 17 March 2010.
8
Freedom of Information

8.1
DWP is committed to open government and to meeting its responsibilities under the Freedom of Information Act 2000. All information supplied by bidders as part of this competition will be treated as commercial in confidence until the bid assessment process has been completed and a contract awarded. Subsequently, DWP may be required to disclose information submitted by Bidder in response to a request received under the act. DWP may also be required to disclose details of unsuccessful PQQ responses.

8.2
DWP may decide to include certain information in the publication scheme which it maintains under the Act. If a bidder considers that any of the information included in their PQQ response is commercially sensitive, then they must identify it and explain (in broad terms) what harm may result from its disclosure if a request is received, and the period of time that is applicable to that sensitivity.

8.3
Where information is identified as commercially sensitive, DWP will endeavour to maintain confidentiality. Bidders should note however that even where information is identified as commercially sensitive, DWP may still be required to disclose it under the Act. Accordingly, DWP cannot guarantee that any information marked ‘commercially sensitive’ will not be disclosed. DWP would contact the organisation to discuss any such request that is made prior to public disclosure.

8.4
DWP acknowledges that some elements of the bidder’s response to the PQQ and Invitation to Tender (ItT) documents may be covered by the Data Protection Act and therefore these would not be disclosed under the requirements of Freedom of Information.

9.
Costs and Expenses

9.1
Bidders will not be entitled to claim any costs or expenses from DWP that have been incurred in preparing and/or submitting their proposals at either stage of this procurement exercise. This applies whether or not a bidding organisation is successful.  

9.2
If DWP modifies or amends the requirements, bidders will not be entitled to claim any costs or expenses from DWP for any additional cost incurred in this competition. (See disclaimer at paragraph 21)

9.3
DWP reserve the right to suspend or cancel this procurement without liability, if circumstances should arise that would make this necessary.  
10
Clarification Process

10.1
Bidders are asked to include a single point of contact in their organisation for their response to the PQQ.  DWP will not be responsible for contacting the bidder through any route other than the nominated contact.  The bidder must therefore undertake to notify any changes relating to the contact promptly.
10.2
DWP expressly reserves the right to require a bidder to provide additional information to supplement or clarify any of the information provided in response to the requests set out in this PQQ. In those instances DWP will send any questions by e-mail to the named contact person, who should respond by the deadline that will be given. 

10.3
DWP may seek independent financial and market advice to validate information declared, or to assist in the evaluation.

11
Consistency of Information

11.1
Please note that it is the bidder’s responsibility to ensure that the information provided remains consistent throughout the competition. Under no circumstances will bidders be permitted to make any amendments to either the PQQ, Outline Solution or Final Tender documents after the closing date for each stage of the competition.

12
Inducements and Collusion

12.1
Offering an inducement of any kind in relation to this competition will disqualify a bidding organisation from being considered and may constitute a criminal offence.  

12.2
Bidders must not attempt to obtain any knowledge or information about another Bidder’s proposal before the completion of this competition, or make any arrangements with any other organisations as to how or whether they should participate. 

12.3
Subject to the necessary requirement to hold discussions with any other organisation with whom a bidder intends to submit a joint bid on a consortium basis, please note the following requirements to avoid collusion;

· bidders must not collude or seek to make arrangements with any other organisation about how, or whether, they should participate in this procurement in their own right or in collaboration with others; and

· bidders must not try to obtain any knowledge or information about another bidder’s PQQ response.
Any breach of these requirements will invalidate the PQQ response.
12.4
Direct or indirect canvassing of any Ministers, public sector employee or agent by any bidder concerning this requirement, or any attempt to procure information from any Ministers, public sector employee or agent concerning this PQQ may result in the disqualification of the bidder from consideration for this requirement.

13
Complaints

13.1
DWP has published a commercial complaints process for use during competitive procurement. It comprises the documents listed below which can be viewed at:


" 

http://www.dwp.gov.uk/supplying-dwp/purchasing-in-dwp/dwp-commercial-complaints/



· The DWP Commercial Complaints process

· Information to accompany a commercial complaint

· DWP Commercial Code of Practice – Competitive Tendering

 SECTION 4 – INSTRUCTIONS TO BIDDERS

14
General Instructions

14.1
Please read these instructions fully and note all the information in this section before you complete the questionnaire.

14.2
The questionnaire must be completed in English and in black typeface, in Arial font size 12. A paper and electronic response is required, see to paragraph 15 for further details.

14.3
Bidders should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Bidders organisation, this should be indicated, with an explanation.

14.4
Where stipulated in the questionnaire you must adhere to the word limit set for individual responses. Any words over the designated maximum will be ignored.

14.5
DWP is committed to supporting Sustainable Procurement and does therefore only require 1 hard copy using double sided print where possible. 

14.6
The information supplied will be checked for completeness and compliance with the instructions before responses are evaluated.

14.7
You will be evaluated against the answers you provide to each question without reference to other responses. Each response should be self contained therefore bidders must not cross-refer.  If you fail to answer any of the questions or fail to comply with these instructions, you may be eliminated from this procurement exercise.

14.8
Only information provided as a direct response to the questionnaire will be evaluated.  Information that forms part of general company literature or promotional brochures will not form part of the evaluation process and should not be submitted.  Additional information should only be included where requested in the PQQ.  It must be concise and clearly cross-referenced to the appropriate questions in the questionnaire.

14.9
Bidders who currently undertake, or have previously undertaken, work for DWP will be evaluated purely on their response to the PQQ; prior knowledge or experience of organisations will not form part of the evaluation.

SECTION 5 - INSTRUCTIONS FOR COMPLETION OF THE PRE-QUALIFICATION QUESTIONNAIRE

15
Supplementary Information for Questions

15.1
The following instructions should be read in conjunction with the actual PQQ document. Those questions not listed below are deemed to be self explanatory.

15.2    Part 1 - Statement Relating to Good Standing          

Please ensure you fully read the “Statement Relating to Good Standing” including those provided by regulation 23 of the public contracts regulations 2006” and sign the declarations pertaining to “Grounds for Exclusion” and “Grounds for Rejection” at Part 1 before progressing.

15.3
Part 2 – Bidding Status  
Q2.3 You are only required to complete this question if bidding as a Special Purpose Vehicle.
15.4
Part 3 – Organisation Details

Q3.
Please complete both sections. In the case of SPVs, only 1 main and 1 reserve contact is required regardless of the number of members.

Q3.3 
Please tick the box that applies to your organisation.

Please note, if the potential supplier being proposed is a SPV you are required to provide the information requested for questions 3.4 – 3.11 with respect to each member. In this case, please copy and paste the questions for each member’s response and clearly identify which organisation they relate to. You will need to number the responses to these questions as follows:




Company A:
3.4A, 3.5A, 3.6A etc.




Company B:
3.4B, 3.5B, 3.6B etc.

Q3.8 
Please tick this box to confirm you have included a one-page chart illustrating your ownership structure.

Q3.12
Please note that prior accreditation is not a condition of responding to this PQQ or for subsequent bidding for DWP contracts.  However, unless a bidder already holds a current accreditation from Momenta, they must be willing to go through the accreditation process at a later stage of this competition. DWP will only award contracts to organisations that have been formally accredited.
Accreditation is carried out by Momenta on behalf of DWP and further details can be found at the following link:

http://www.dwp.gov.uk/supplying-dwp/what-we-buy/welfare-to-work-services/provider-accreditation/
15.5
Part 4 – Contracting with DWP

Q4.2 
Please note further detail provided on page 4 of this document and Annex 9 of the Provision Specification.

15.6
Part 5 - Capability
If a SPV is being proposed, questions 5.2 to 5.4 in this section should be completed to reflect composite details of all members. The composite response must not exceed any given word count in questions. 

5.2,5.3, 5.4,
Please provide detailed responses to all parts of these questions.  The information provided here will be used to assess your capability to deliver ItS. 
You must provide the name, authority, address and contract start and end dates for each contract example used.

15.7
Part 7 – Contract Package Areas

Bidders should indicate the contract packages that they intend to submit a bid for if they are invited to the second stage, ranking them in order of preference, with ‘1’ being the highest preference. Please do not use the same number twice. This information is not legally binding and will not be used in the assessment process at this stage.

Bidders are requested to respond in good faith, and as accurately as possible in order to present DWP with a clear view of the contracting landscape.
15.8
Part 8 – Declaration

Please ensure that you complete this section by hand. Failure to do so may result in you bid not being considered.

15.9
Part 9 – Bidder Financial Capacity and Capability Risk Assessment 
We recognise that some of the information requested here is also requested in Parts 2-3, however you are required to complete all sections in full as they will initially be assessed separately.

If the single legal entity proposed is a Special Purpose Vehicle, Part 9 should be completed for each member of the Special Purpose Vehicle. If the legal entity is completing the PQQ in their own right as a Prime Contractor, a statement to that effect should be made.

Bidders need to be aware of the cash flow and funding implications of the proposed contractual financial model. The funding principles set out that there will be no service fee payable, therefore all income will be deferred and contingent upon delivery of agreed employment outcomes. Bidders should carefully consider the working capital requirements that this model may represent.  Bidders should be aware that their financial capability will be further assessed at the next stage and evidence of the arrangements for funding working capital will be required in order to provide assurance to DWP of the bidder’s financial capacity to meet contractual requirements. 

Q9.1
The information provided in response to this question may or may not be the same as the contact details provided in Q3.
Q9.2 
Please ensure you complete all parts of this question that are relevant to your organisation. If required, please ensure that you include the relevant Incorporation or Registration certificate or other documentation as appropriate.

Q9.4. 
Please complete the matrix in this question to confirm what information has been provided by attachment.

Q9.5. 
Please answer all parts of this question including the attached spreadsheet.

Q9.6. 
Please ensure that you sign the declaration.

16.
Submission of Completed Pre-Qualification Questionnaires

16.1
Envelopes/packages must be plain and bear no reference to the name of the bidding organisation or allocated reference number.  Franking machines, which automatically print the company name must not be used. PQQ responses submitted in envelopes/packages that allow the identification of the bidder may not be considered.  PQQ responses sent by registered mail will be accepted, but the envelope/package must not contain a printed or franked company logo and must not display your unique reference number.

16.2
The envelope/package containing your PQQ response should include the following: 
Parts 1-8 

· the original completed and signed (Part 1 & Part 8) PQQ response to Parts 1 - 8 in hard copy; (include chart re. Q3.8)

· two electronic versions in ‘.doc’ format (Office 97/2003) in a flat structure, each on separate a CD-ROM (clearly marked with name of bidding organisation and ItS PQQ Parts 1-8.doc format); and

Part 9

· the original completed and signed Part 9 response (including excel spreadsheet); and
· one electronic version of Part 9 (including excel spreadsheet) on CD-ROM (clearly marked with the name of the bidding organisation, ItS – Financial information).  Any financial statements/ information requested in Part 9 should also be included on this CD-ROM.

16.3
The financial information in Part 9 of the PQQ will be passed to a financial team to open and examine separately as part of the financial capability assessment.  Both the hard copy and the CD-ROM must be provided within a separate sealed envelope/package clearly marked with the bidder’s name and “RESTRICTED-FINANCIAL”. This should then be submitted together with the remainder of your PQQ response.
16.4
Completed PQQ responses should be sent in a sealed envelope/package clearly marked CONFIDENTIAL and addressed to: 

Glenn Finlayson

Dept of Work & Pensions

Commercial Directorate

Argyle House

Floor L, 

3 Lady Lawson Street

EDINBURGH EH3 9SH
16.5 Completed PQQ responses should be received at the above address no later than the closing deadline of Friday 19th March at 10am. 

16.6 It is the responsibility of bidders to ensure that their completed PQQ response is received by DWP no later than the appointed time or it may be rejected.  DWP does not undertake to consider bids received after the closing deadline unless clear evidence of posting is available (i.e. a clear post mark and/or a certificate of posting).  Those PQQ responses received before the due date and time will be retained unopened until then.

16.7
Should you decide that you no longer wish to proceed, we would request that you inform us (in writing or by email) that you are withdrawing from the exercise. We would be grateful if you could include the reason(s) for that decision.

SECTION 6 – EVALUATION AND SELECTION

17.
Evaluation Process

17.1 PQQ responses will be retained unopened until the deadline for receipt has passed. All responses will then be opened and formally logged in accordance with DWP procurement procedures. The responses will also be checked to ensure that all information requested has been received in the required format.

17.2 Complete PQQs will then undergo an initial appraisal to check compliance   with all compulsory requirements i.e. That they have provided an acceptable response to those questions annotated:

“Non-compliance with this requirement means automatic elimination from this procurement exercise.”

17.3
PQQs which pass the initial appraisal stage will then undergo a financial and qualitative evaluation. 

17.4
The Department needs to satisfy itself that bidders have the capacity to sustain at least one contract package without becoming overstretched financially. DWP will assess standard indicators of a bidder’s financial capacity and capability to enable us to make the necessary financial capability assessments. DWP will undertake a more thorough assessment of Bidders financial capacity at the next stage. 
17.5
PQQs will be subject to an examination of a Bidders ability and technical capacity in accordance with Regulations 24-26 of the Public Contracts Regulations 2006. The criteria and weightings to be used can be found in the paragraph below.

18.
Qualitative Evaluation Criteria 

18.1
Responses to this PQQ will be subjected to a formal evaluation, which will be used by DWP to form an assessment of a bidder’s capacity and capability to deliver this service.

18.2 Where a question attracts a score, the following high level criteria will be applied:
	2
	Information provided demonstrates an extensive level of relevant experience

	1
	Information provided demonstrates an acceptable level of relevant experience

	0
	Information provided demonstrates limited/no relevant experience / relevance is unclear / question not answered


         Questions 4.4,4.5 and 4.6 will only attract a level 2 or Level 0 scoring.

	2
	No Disputes/Pending/Termination / Satisfactory explanation 

	0
	Unsatisfactory explanation


18.3 The weightings attached to each scored question are as follows: 

	Criteria
	Weighting

	Q 4.4: Disputes in last 3 years
	X 5

	Q 4.5: Disputes pending
	X 5

	Q 4.6: Early Termination of contract
	X 5

	Q 5.2a: Extensive and diverse customer base
	X10

	Q5.2b Volume of customers
	X10

	Q5.2c Range of Issues addressed
	X10

	Q5.2d How Customers Engaged
	X10

	Q 5.3: Complex supply chains / delivery partners
	X10

	Q 5.4a: Significant geographical challenges
	X10

	Q5.4b Issues faced & How Addressed 
	X10

	Q 6: Quality Assurance
	X 5


19.
Financial Evaluation Criteria

19.1

For each metric, a normalised scoring mechanism will be adopted (ranging from a minimum of 0 to a maximum of 100 marks). In each case, the minimum score will be assigned to the highest risk PQQ response, and the maximum score assigned to the lowest risk response. All other bidder responses will be positioned within the interval based on their relative position within this range. 

19.2

The total score for each metric multiplied by the relevant weighting will then be added together to give an overall score:

 

	Criteria
	Weighting

	Turnover Growth
	20%

	Acid Test Ratio
	40%

	Debt Ratio
	40%


19.3
DWP do not set a standard percentage cap on contract value in proportion to turnover. At PQQ stage we use all the financial metrics provided to calculate an upper risk threshold for each prospective bidder. During Competitive Dialogue should the results of the quality assessments for a particular organisation indicate a possibility that this threshold could be breached, we enter into discussions with the organisation to seek assurance that the implied level of growth can be managed without undue risk.

20.
Notification of Results

20.1
DWP will inform successful bidders of the outcome of the first stage of the competition on 10th May 2010. In order to help long-listed bidders establish where they will target their resources, DWP will also indicate the maximum amount of business likely to be awarded if they are successful at the second stage of the competition. 

20.2
Long-listed bidders will then be issued with the second stage Invitation to Participate in Dialogue documents.

20.3
Unsuccessful bidders will also be notified of the outcome of the first stage of the competition and the DWP will provide feedback to all bidders following issue of the ITPD documents. Details of the long-listed bidders will be published on the Supplying DWP website.
21.
Disclaimer
21.1
DWP reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  

21.2
Under no circumstances shall DWP incur any liability in respect of this PQQ or any supporting documentation.

21.3
As a result of issuing this PQQ, DWP is not committed to:

· any course of action; or

· any invitations to submit a proposal; or

· any negotiating with bidders in respect of the procurement or any other communication between DWP (whether directly or by its agents or representatives) and any other party.  

In particular, bidders should note that DWP may choose not to accept any tenders or proposals if DWP so decides.  DWP is not bound in any way and reserves the right to accept part or all of any tender submitted.
21.4
DWP does not make any representation or warranty as to the accuracy or completeness of the PQQ document pack, or the reasonableness of any assumption on which it is based.  DWP accepts no liability to any bidder whatsoever and howsoever arising and whether resulting from the use of the PQQ document pack, or any deficiencies in or omissions from the PQQ document pack.

21.5
DWP does not accept any responsibility for any estimates made by any bidder of resources to be employed in meeting DWP’s requirements for the ItS work or for any other assumption that bidders may have drawn or will draw from any subsequent clarifications or refinements.

21.6
DWP reserves the right, at the second stage of this competition, to invite bidders that are successful at the first stage to bid for the provision of services on a different geographical basis.

21.7
DWP reserves the right, at the second stage of this competition, not to award all contracts to one bidder.

21.8
Bidders should note that participation in the procurement is conditional upon agreement to and full compliance with these conditions, and therefore in signing the response to the PQQ.
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