How to write a Specification
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By writing a specification describing what you want to buy helps to make decisions later and tell suppliers exactly what you need. It helps to make decisions later and also tells suppliers exactly what you need.
Before you write your specification:
· Talk to stakeholders who will use the product/service you plan to procure to make sure you are getting what you need.
· Talk to people who will be approving the purchase
· Talk to suppliers to get an idea of prices and what is available
What to consider when writing your specification:
· Provide an overview of your existing ICT if it is a new system explain your vision (Be clear on what you have at present and what it is you want for the future)
· A clear description of what you need
· What is the budget
· What is the timescale






Highlighted yellow areas require the customer to input details 
Highlighted blue areas need to be deleted prior to sending this document out.
Please see the template below:





ADD ESTABLISHMENTS NAME HERE
REQUEST FOR TENDER – RM6103 EDUCATION TECHNOLOGY
ADD LOT NAME AND NUMBER HERE
Overview:
	
Provide the supplier with an overview of the establishment:

If you are looking for a full or partial managed service you need to include a full overview of the establishments existing ICT set up or your vision if a new set up

If you are looking at additional hardware or audio visual you need to include an overview of what needs to be replaced and/or refreshed.

Please see below some pointers to help write your overview: 

· Existing IT – What is the establishments current IT set up (Network infrastructure, Wireless, Broadband, hardware (amount of laptops, desktops, and servers), software, and peripherals. Make sure you indicate which are admin and curriculum What back up system you have (do you use the cloud) Audio Visual equipment)
· Pupil amount
· Age range
· Single site / split site (are you an academy trust that has more than 1 site)
· If you have an existing contract, when does it expire
· How long you would like the new contract to run (maximum of 4 years)
· Training – Continual Professional Development is essential to an educational establishment. If you are looking for a managed service do you require the awarded bidder to provide training by the engineers, group training. Or it you are looking for new IT equipment do you require an overview by the engineer once the equipment is installed.
· Would you like to know about the bidder – You can ask for a brief on who they are and how they work with the education sector. (state in less than 500 words so the bidder doesn’t provide too much detail) It is important to know who you may be working with










Timescale:
The below table is a suggestive list, it helps to provide a timescale to the suppliers showing your required tasks within the procurement journey
	Procurement Stage
	Date

	Expression of interest issued
	

	Bidder to confirm their expression of interest 
	

	Clarification Question time opens
	

	Bidder visits
	

	Clarification Question time closes
	

	Deadline for tender submission
	

	Evaluation starts
	

	Interviews for shortlisted tenders. The interviews will form part of the evaluation scoring process 
	

	Contract approval by Governors  
	

	Winning bidder and unsuccessful bidders informed
	

	Call off period 10 calendar days
	

	Feedback to unsuccessful bidders on request by 
	

	Meeting with winning bidder, week commencing
	

	Purchase Order issued / Framework Agreement signed by 
	

	Contract to commence 
	

	Please note that (add establishments name) reserves the right to amend this timetable



Creating a timetable provides bidders with an overview and if they can complete the tender in the time stated. The above table can be amended to fit your timings and actions required throughout your procurement journey.

Clarification Period
All questions must be recorded and answered in a timely manner and shared with all bidders
	
Add here the establishments point of contact to receive the bidder’s questions.
Name:
Job title:
Email address:








Tender Submission:
	
Tenders must be received by: add your tender submission date here
Tenders must be emailed to: add your email address here

Please ensure your email title states the following to ensure we are aware the email contains your tender:
RM6103 Education Technology – Tender Submission for add the establishments name

Please note the tender must exclude VAT





Evaluation Criteria
Quality and Price will always factor into all evaluations
	Criteria Number
	Criteria
	Percentage / Weighting need to add up to 100%
(You can rank them in order of importance))

	1
	Educational Impact
	

	2
	Solution Design
	

	3
	Educational Establishments Future Requirements
	

	4
	Value For Money
	

	5
	Programme Management
	

	6
	Project Management
	

	7
	Risk Management
	

	8
	Supply Chain and Sub Contractor Management
	

	9
	Contract Management
	

	10
	Continuous Improvement
	

	11
	Training and Support Mechanisms
	



Please see the evaluation criteria for a breakdown.
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Any other information
Transfer of Undertakings (Protection of Employment) Regulations (TUPE)
This may apply to your call-off contract when:
1) Services which are fundamentally the same as what you need under this procurement are currently being provided either in-house or by a supplier
2) The responsibility for delivering those or comparable services will transfer to the supplier who is awarded the call-off contract
Learn more about TUPE from government guide - https://www.gov.uk/government/publications/tupe-a-guide-to-the-2006-regulations

Call-Off Contract
Crown Commercial Service has created the Call-Off Contract and is included with the specification. Please can you complete in anticipation of being awarded the agreement to prevent any delays. Sections highlighted in yellow need to be amended only. 
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