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[bookmark: _heading=h.gjdgxs]Key information 
	Category
	Description

	Agreement ID
	RM6126

	Agreement name
	Research & Insights

	Agreement duration
	4 years with rolling 2 year extensions

	Start date
	3 December 2021

	End date
	23 February 2029

	Maximum contract length
	There is no maximum contract length

	Scope of the agreement
	This agreement enables government and public sector to commission market, social and economic research expertise and services for any size project

	Buying options 
	Further competition only

	Can be used by
	All UK public sector bodies, wider public sector and third sector organisations

	Contract notice
	Find a Tender Contract Notice

	Contact details
	info@crowncommercial.gov.uk 
03454102222

	Annexes
	Annex 1: Specification writing guidance
Annex 2: Timetable for appointing a supplier
Annex 3: Checklist before issuing ITT
Annex 4: Available templates

	
	


[bookmark: _heading=h.30j0zll]What is the Research & Insights DPS?
The Research and Insights DPS has been established to enable government and public sector organisations to commission social, economic and market research, including behavioural insights and media monitoring and analysis services, for projects of all sizes and values.
It is accessible via a Dynamic Purchasing System (DPS) which suppliers can join at any time.
This allows access to new suppliers and specialist capabilities as both markets and needs develop, irrespective of size and location, providing flexibility and agility for clients.
To see other agreements which might be able to meet your needs please take a look at our ‘guide to buying marketing, communications and research services under the documents section on our webpage.  
[bookmark: _heading=h.67ztoolcfs9r]Filter categories 
The Research and insights DPS is organised into a structure of high level filters, with additional sub-filters. This section explains the different categories available. The four main filters are: subject area, research methods, target participants and location.
By selecting all the filters that apply to your need, you will be able to create a shortlist of capable suppliers for your requirement. 
You can find and download the full list from the Research & Insights webpage, under the documents tab, entitled ‘Scope overview and service filters’.
[bookmark: _heading=h.23ckvvd]Subject area(s): 
· agriculture, fishing, and food
· business, finance, and the economy 
· crime and justice 
· culture, media, and sport 
· education, training, and employment 
· environment and infrastructure 
· government and international 
· health, public services, and society 
· science, technology, engineering, and manufacturing 

[bookmark: _heading=h.ihv636]Research methods:
· analysis and modelling 
· data collection (general, quantitative, and qualitative)
· evaluation and evidence synthesis
· experiments and trials 
· physical sampling / surveys
· research specialisms
· sample design / source

[bookmark: _heading=h.32hioqz]Target participants:
· business and the economy  
· education, training, and employment 
· place of residence / tenure 
· professionals 
· socio-economic 
· specialist groups 
· transport users 

[bookmark: _heading=h.1hmsyys]Research location:
· UK 
· British Overseas Territories 
· Commonwealth
· Crown Dependencies  
· EU 
· International

[bookmark: _heading=h.1fob9te]DPS suppliers
You can access the current list of Research & Insights suppliers by using the DPS platform. Go to the section 'Register on the DPS platform’ below for more information. 
Suppliers can apply to join the DPS at any point during the agreement time frame. Once an application is complete, the process to assess and appoint a supplier may take up to a maximum of 15 days but it is often much quicker than this. 
[bookmark: _heading=h.3znysh7]DPS pricing
Pricing will be determined through further competition. 
How to buy  
This list shows a step-by-step process of how to buy from this agreement. 
	Step
	Instruction

	[image: Number One]
	[bookmark: _heading=h.2et92p0]Access agreement
Register on the DPS platform
Check your sourcing tool 

	[image: Number Two ]
	[bookmark: _heading=h.tyjcwt]Engage with suppliers
Conduct pre-market engagement
Advise CCS of your upcoming procurement

	[image: Number Three]
	[bookmark: _heading=h.3dy6vkm]Create specification and assessment criteria 
Define your requirements 
Design an evaluation approach 

	[image: Number Four]
	[bookmark: _heading=h.1t3h5sf]Create your supplier shortlist
Use filters to shortlist suppliers 
Consider doing a capability assessment 

	[image: Number Five]
	[bookmark: _heading=h.4d34og8]Run a competition               
Invite suppliers to bid
Review proposals and evaluate suppliers
Request evidence from suppliers
Notify your successful supplier and provide feedback on their bid
Notify and provide feedback to your unsuccessful suppliers
Publish your decision and award notice

	[image: Number Six]
	[bookmark: _heading=h.2s8eyo1]Complete your order contract
Put together and sign your contract 
     


[bookmark: _heading=h.17dp8vu]


[bookmark: _heading=h.3rdcrjn]1. Access agreement  
Before using this agreement, you should ensure that you have applied for and received the necessary budget approval and agreed your procurement strategy with your internal teams. This includes thinking about what your requirements are, so you can obtain valuable insight from suppliers during market engagement.
See section ‘Create specification and assessment criteria’ for more information on what you should be considering when drafting your requirements.
You must have internal approval from your organisation, regardless of the value of the procurement. 
To use this agreement, you need to register on the Dynamic Purchasing System platform. 
[bookmark: _heading=h.26in1rg]Register on the DPS platform 
To access the DPS marketplace, follow these five steps. You can also find a walkthrough of this process on this ‘How to use the DPS system’ video. 
1. Go to the registration page.  
2. Scroll down to find the DPS you are interested in, in this case Research & Insights under Marketing Communications and Research. 
3. There are several links under the introduction to your chosen DPS. Click on the link labelled ‘Access as a buyer’. 
4. After signing in, read the Buyer Access Agreement. Click on the button labelled ‘Confirm’ to accept this agreement. This will lead you to the DPS home page. 
[bookmark: _heading=h.lnxbz9]Check your sourcing tool 
To communicate with suppliers and run the buying process, you will need to use email, or a sourcing tool. This can be your organisation’s sourcing tool, or CCS’s eSourcing tool. To use this tool, you need to complete the eSourcing registration form. You can find more information about this tool in the eSourcing buyer guide. 
[bookmark: _heading=h.35nkun2]2. Engage with suppliers 
Pre-market engagement allows you to informally gather information to help shape your needs. Through this engagement, you can find out about new products and understand if there are any market developments that could influence requirements. You can find a full list of suppliers in the DPS marketplace under appointed suppliers.
[bookmark: _heading=h.1ksv4uv]Conduct pre-market engagement
You can engage with suppliers currently on the DPS by emailing them to ask for information or issuing a formal Request for Information (RFI). You can issue your RFI through your own procurement platform or using the CCS eSourcing tool. 
When engaging with suppliers ahead of your call for competition, you must prepare an outline of your specification before you contact suppliers, this can be done using a draft specification. This should include as much information as possible about the services you are looking to buy and the work to be done. Make sure you contact all the suppliers from your shortlist and provide a reasonable time limit for responses. 
Don’t limit the RFI just to companies that you know and ensure you are consistent with the way you contact each supplier. Remember that you should keep a record of all market engagement activities you engage in.      
[bookmark: _heading=h.vi0ssde1lvxl]Do
· Contact all suppliers from your shortlist
· Provide a reasonable time limit to email requests to make sure suppliers know when they need to respond by
· Keep an audit trail of all communication
Don’t
· Limit contact to suppliers that you know
· Contact suppliers in different ways; each supplier should be given an equal opportunity to respond (i.e. don’t email some suppliers and phone others to discuss your requirements)
     
[bookmark: _heading=h.44sinio]3. Create specification and assessment criteria
A specification is also known as a ‘statement of requirements’. This is a description of the goods and services the supplier will provide during the contract. To evaluate how different suppliers will deliver against your specification, you will need to develop assessment criteria. Assessment criteria are divided into quality and price.      
[bookmark: _heading=h.2jxsxqh]Define your requirements 
The first step to procuring a supplier is identifying what you need them to investigate, along with the outcome required. Defining your requirements or ‘specification’ communicates to your suppliers what you need, ensuring a successful purchase. 
SMART objectives are the best place to start, however not every issue will be so clear cut at this stage. The important points to establish are:
·      the project objectives
·      the target group for the project
·      the role of research in meeting those objectives
·      any significant barriers to reaching this objective

You can see CCS’ guide on ‘How to write a specification’ for general advice. See Annex 1 for an overview on what to include in your research specification. This template is not mandatory and can be amended according to your requirements. 
The pre-market engagement process may present ideas on new innovations and changes within the market that may influence your requirements, you may wish to include these to further shape your specification.
Based on your requirement, you should consider what type of arrangement you want to have with the supplier, this includes, for example:
· project specific agreement, a contract for a specific research project, within a time period 
· defined term agreement, a contract for a fixed period of time to work on any number of research projects, you should consider the range of services you need when establishing your evaluation criteria 
· retainer agreement, a contract for a fixed period of time where you agree to pay a research supplier a firm retainer fee on a regular basis 
[bookmark: _heading=h.z337ya]Design an evaluation approach
Once you have defined your requirements, you have to decide how you will evaluate suppliers against these. To do this, you have to assess the quality and price of each of their offers. 
Below are some examples of potential criteria within ‘price’ and ‘quality’, and the weightings you can give to each of these categories. These weightings could vary depending on whether you are using a further competition or a direct award. 
[bookmark: _heading=h.3j2qqm3]Quality criteria
Quality and price can be assessed based on individual customer’s requirements. To evaluate quality, you can consider: 
· approach to delivery of the services/methodology, including the strategies, expertise, methods, materials, and procedures in the proposal
· technical merit, including the competence, skills, and experience of the management, professional, and technical personnel proposed for the project
· ways of working, including the proposed management systems and methods, project management tools, software, touchpoints, etc. 
· please note, social value (according to PPN 06/20 it should account for a minimum of 10% of award criteria in central government tenders)
[bookmark: _heading=h.1y810tw]Price criteria
There is no minimum or maximum contract value for this DPS. Make sure that your requirements, documentation, and evaluation are proportionate to the value and complexity of your specification. To evaluate price, you can consider: 
· time and materials, including all costs over the duration of the contract including fixed capital costs, variable tender costs and special adjustments during the contract period, and maintenance and operating costs
[bookmark: _heading=h.4i7ojhp]Weightings
The range of services you will need during the term should be considered when establishing your evaluation criteria and associated weightings. You can choose the overall weightings and sub-criteria from the values included below. However, CCS recommends an 80% quality and 20% price split. 
	Evaluation Criteria 
	Weighting 

	Quality
	Between 60% and 95%

	Price
	Between 5% and 40% 



If you are including a presentation stage, you will need to allocate a percentage score for this stage. The weighting split between stage one written and stage two presentation will vary depending on the requirement, however you would expect to allocate a higher weighting for the first stage which includes quality and price elements. 
Please set different evaluation criteria for each stage and ensure the weightings for both stages add up to 100% of your quality score. See ‘Run a competition’ for more information on how to divide your tender into 2 stages. 
You can also contact marcommsandresearch@crowncommercial.gov.uk to request a template for evaluating written proposals, and an example of an evaluation matrix. 
[bookmark: _heading=h.2xcytpi]4. Create your supplier shortlist 
Once you have registered on the DPS platform, engaged with suppliers, defined your requirements, and designed your evaluation approach, you will have to create a supplier shortlist. See below instructions on how to do this. 
To create a supplier shortlist, follow the seven steps below: 
1. Go to the DPS platform home screen. There is a grey box on the right of the screen. Under this box, click on the button ‘Create a new category’
2. Select the filters that best fit your requirements. These are split into four distinct categories: subject area(s), research methods, target participants, research location. You can see a detailed overview of available filters in the scope document on the Research & Insights webpage.
3. Once you have selected your filters, scroll to the bottom of the page and click on the button labelled ‘Filter’. The more filters you choose, the fewer suppliers will appear. 
4. When you are happy with your supplier shortlist, scroll to the bottom of the page and click on the button labelled ‘Save category’. 
5. Type a name for your shortlist and click on ‘Save category’. This will take you back to the home screen. 
6. On the home screen, click on ‘Export’ to download your shortlist. This exports a spreadsheet of supplier names and contact details. Use this supplier shortlist when you come to invite suppliers to bid. Remember that this list is valid for only two (2) working days, from the date of its creation, because new suppliers may apply to join at any point, so you should refresh the list before starting your competition. 
7. Once you have created your supplier shortlist you can run your competition. You also have the option to conduct a capability assessment of the shortlisted suppliers. This will allow you to filter suppliers once more before running the competition. 
[bookmark: _heading=h.1ci93xb]Consider doing a capability assessment 
A capability assessment is a list of yes or no questions you can send all suppliers in your shortlist to check that they can meet your requirements. Five (5) working days for capability assessments is recommended. Suppliers must be able to answer yes to all the questions progress to the main stage of the tender. Remember that doing a capability assessment is optional. 
There is a template capability assessment available for you to use, the template is not mandatory and can be amended according to your requirements. If you would like to use this template, please request a copy by emailing us at marcommsandresearch@crowncommercial.gov.uk. 
[bookmark: _heading=h.3whwml4]5. Run a competition 
Once you have your supplier shortlist, you can run a competition to choose your selected supplier. You have the option of dividing the competition into two (2) stages. During the first stage, you can evaluate, and shortlist suppliers based on their written proposals. You can then invite shortlisted to a second stage when appropriate where they present their proposals. 
A face-to-face presentation will allow suppliers to present more detailed proposals and answer any specific questions you might have regarding their written response. If you decide to include a face-to-face presentation stage, you will need to clearly state this on your invitation to tender. 
[bookmark: _heading=h.2bn6wsx]In your tender documents, you should include the evaluation criteria for each stage, and the maximum number of suppliers you will invite to the presentation, ideally three. You should only invite suppliers who have a realistic chance of winning the competition to the presentation stage. 

[bookmark: _heading=h.qsh70q]Invite suppliers to bid 
Before you invite your suppliers to bid, prepare all the documents you need, including:
· Invitation to Tender (ITT): a formal procurement document which invites suppliers to bid for the contract. This document should include a timetable, instructions for suppliers on submitting a bid or asking clarification questions, your specification or statement of requirements, and your assessment or award criteria. 
· Draft contract: a draft version of the ‘order form’. See section on complete your order contract for more information on how to do this. 
Once you have prepared these documents, invite suppliers to bid. You can do this by sending them an email, or through your chosen sourcing platform. This can be the procurement platform used by your organisation, or CCS eSourcing tool. 
Once you have invited suppliers, you should leave sufficient time for them to respond to your further competition. Ten (10) working days is generally considered the minimum timescale for a supplier to respond to an ITT but ideally would be at least two weeks. You should also indicate when and how suppliers can ask clarification questions. Answers to these questions must be shared to all suppliers invited to tender.
[bookmark: _heading=h.3as4poj]Review proposals and evaluate suppliers 
After the deadline for submissions has passed, you can evaluate supplier responses. To do this, you have to score supplier responses against your assessment criteria.      We recommend that you use three people to evaluate proposals.
Responses should not be discussed outside of the evaluation team and pricing information should be treated as commercially sensitive. You should maintain a full document trail of the results and final award decision.
[bookmark: _heading=h.1pxezwc]Request evidence from suppliers 
Before you award the contract to the winning supplier, you should conduct compliance checks. As part of this, you can ask the winning supplier for the evidence they submitted to join the DPS. This could include customer references, contact examples, or insurance and cyber certificates. To carry out a compliance check, follow these steps: 
1. Go to the DPS platform homepage and find the supplier shortlist you used. Click on ‘View suppliers’.
2. Find the winning supplier and click on ‘View evidence’. If the supplier hasn’t yet uploaded evidence, click on ‘Request evidence’. 
3. The supplier will then be sent a notification to grant you access to see the evidence within the DPS system. It is recommended to allow two (2) days for non-complex projects, and more time for complex projects. 
Note that if you are awarding to a sole trader, or an overseas supplier, you should consider carrying out enhanced due diligence on their financial status. This will help to mitigate against corporate responsibility risk. 
[bookmark: _heading=h.49x2ik5]Notify your supplier  
You should be able to identify a successful supplier from scoring suppliers at the evaluation stage. Once you have identified a successful supplier, you should notify them through your sourcing platform or by email. We consider it best practice to notify and provide clear feedback to the unsuccessful suppliers. 
For high value contracts, a standstill period is recommended. This gives unsuccessful suppliers an opportunity to consider feedback and request further information. Once this has passed, you can begin your contract with the winning supplier. 
[bookmark: _heading=h.2p2csry]6. Complete your order contract   
When buying through CCS agreements, you have to put together and sign a contract with the supplier, this is called the ‘order contract’. We have the templates for the terms and conditions on the Research & Insights webpage under the ‘documents’ section. Please download the order form and necessary schedules to complete your contract. 
The order contract is a document that governs the purchase and delivery of the services. It is formed of the order form (signed by both parties) plus any applicable schedules. See below instructions on how to put together and sign your contract. You can also access the agreement’s Public Sector Guidance for more information on each of the schedules mentioned below. 
[bookmark: _heading=h.147n2zr]Put together and sign your contract
Follow the steps below to guide you through the process of putting together and signing your contract:
1. Download the order form. This document is the basis of your contract. Note that this document changes from one agreement to another, so make sure you check you are using the correct one. 
2. Fill in the sections where input is required from the buyer. 
3. You should be aware that there are certain terms and conditions agreed on by CCS and the suppliers when the agreement was created. These are found in the core terms, and the DPS schedules zip file. These apply to every purchase made through the agreement and can only be changed through the introduction of ‘special terms’. See step 6 for information on doing this.
4. As well as the core terms and DPS schedules, there are other terms and conditions that might be relevant to your contract. These are the joint schedules zip file and the order schedules zip file.  Some of these schedules are mandatory and others are optional. Optional schedules will be highlighted in yellow and in square brackets on the order form. You will have to delete those which you don’t want to include in your contract.
5. Check whether you need to fill in any information on the schedules you have selected. This will be indicated in each of the schedules. 
6. When you have selected your schedules, you have to decide whether you want to add any ‘special terms’. These are terms and conditions you want to include but are not covered by available schedules. 
7. Publish your draft contract together with your Invitation to Tender (ITT). 
Once you have chosen your supplier, you need to finish and sign the contract. Once you have made any changes, send the contract to your supplier. Your supplier should be the first to sign the contract. After this, you can sign the final contract. 
[bookmark: _heading=h.3o7alnk]Publish your decision 
Once you have awarded and signed your contract complete this Google Form to inform CCS and provide the award details. 
You should also ensure you follow transparency requirements. To do this, check the Public Contracts Regulations 2015 transparency requirements, and publish the award on Contracts Finder if required. According to these regulations, you are required to publish: 
· the full company name of the winning contractor
· the date on which the contract was entered into, known as the award date
· the total value of the contract in pounds sterling
· an indication of whether the contractor is an SME or a VCSE
For sub-central contracting authorities, information must be published on Contracts Finder within 90 calendar days of the contract award date. For central government authorities, information must be published on Contracts Finder within 30 calendar days of the contract award date.
You can also choose to update contract award notices in groups on a quarterly basis. This means you can send a single notice setting out the volumes you have procured under each framework or DPS. This notice should be sent to Contracts Finder within 30 calendar days of the end of each quarter. 
[bookmark: _heading=h.atoj9dgnswmt]7. Managing your contract and being a good customer 
The focus is to work in partnership with our suppliers. A collaborative approach will allow you to make the best use of their knowledge and expertise to help them carry out the best research. 
There are a number of obligations we have as customers. These include:
· providing a clear specification setting out your requirements (services and deliverables) and timelines of each phase of work
· communicating with your supplier on a regular basis to discuss progress and research performance
· promptly addressing any issues with your supplier
· agreeing at the start of the project how frequently you expect to receive reports from your supplier, this should be in line with the requirements in your specification.
· pay your supplier within 30 days of approving the invoice. Check invoices against the rates and deliverables agreed in your contract
 
You should be able to rely on your supplier to give you expert advice and consultation that comes from its collective wisdom and experience. A good supplier will explain its strategy, offer honest advice and acknowledge when the topic has shifted outside of its expertise. As a customer, you should also proactively advise the supplier on anything it needs to know to deliver the best results.
  

[bookmark: _heading=h.2grqrue]

Annex 1: Specification writing guidance
This annex includes guidance on what to include in your research specification.
Do:
· state that the competition is being run through the CCS Research & Insights agreement (RM6126) at the start of competition documents
· provide a clarification period for suppliers to ask questions
· specify any particular requirements that need to be fulfilled
· include an indicative budget or range
· provide a clear deadline for responses
· state whether there will be a face-to-face presentation and what format this will take
· make sure that your requirements, documentation and evaluation are proportionate to the value and complexity of your specification
· ensure suppliers have equal access to information during the competition process and publish all responses to questions asked or clarifications raised to all suppliers involved
Don’t:
· be overly prescriptive, give the supplier space to propose an innovative solution
· use acronyms or civil service terminology - use plain English
· overwhelm the reader with excessive data
[bookmark: _heading=h.vx1227]Title 
This notifies the suppliers of the focus of the project. 
[bookmark: _heading=h.3fwokq0]Summary
Use this section to set out the nature of the issue and summarise the project specification to the supplier. Make sure you cover:
· a clear description of the problem, explaining why research is needed 
· a short summary of your objectives 
· any mandatory services required, for example the use of a specific methodology or project outputs 
· who the customer for the work is, whether it is one or multiple departments
· expected project length 
[bookmark: _heading=h.1v1yuxt]Background to the issue 
Use this section to provide detailed information on the background to the policy, service, or campaign. Make sure you cover:
· outline the issue the project relates to
· explain who you are as a customer - don’t assume the supplier knows your department or organisation
· set out any campaign or policy information the supplier needs to understand
· provide data, existing research, and any useful links
[bookmark: _heading=h.4f1mdlm]Research objectives 
You should use this section to explain what the aim of your research is. This should include the overall policy or communications objectives.
[bookmark: _heading=h.2u6wntf]Target participant group 
You should include in this section details of the audience or population to be targeted by the research; this will help suppliers determine the appropriate methodology. Make sure you include:
· any data you have on target population size 
· current insight, including segmentations, focus group work, etc. 
· sample size of named stakeholders or influencers and whether you have contact details for them, if relevant 
[bookmark: _heading=h.19c6y18]Suggested approach for analysis
Use this section to explain your proposed approach if you have one. If you do have an existing approach, you should be very clear where or if you are seeking new ideas. The project specification should encourage suppliers to problem solve rather than being prescriptive in its strategy. 
Make a clear statement of the type and complexity of analysis needed. For quantitative data, stipulate what kind of cross-tabulation headings and statistics will be needed. The researcher will need these details to formulate the research design, sample size and type, and determine the resources that will be required.
Be sure to specify requirements for subcontracting if you have any.
[bookmark: _heading=h.3tbugp1]Outputs 
The deliverables required, such as data tables, reports, summaries, and presentations of the research findings. Detail if interim reports are necessary.
[bookmark: _heading=h.28h4qwu]Liaison arrangements 
The requirements for contact and liaison throughout the research project. Is there a team or advisory group the researcher will need to meet? What is the envisaged frequency, type and reporting details required?
[bookmark: _heading=h.nmf14n]Timings
Give dates for awarding the contract, completion of the research – and any interim deadlines. This will help in the planning of what is feasible, for example, the successful agency will be notified by [date]. A project set-up meeting is scheduled at [department] for [date]. We require the research to be complete and reported by [date].
[bookmark: _heading=h.37m2jsg]Budget
A guide that will allow the researcher to work out what is possible within the money available. A guideline budget also results in competitive proposals that can be judged on equal terms. For example, the budget for this project, including expenses and any respondent incentive payments is £45,000 (excluding VAT). A detailed breakdown of costs is required within the proposal
[bookmark: _heading=h.1mrcu09]Form of proposal 
A clear statement of how the proposal should be presented. This might include, for example, ‘a proposal of a maximum of eight pages is required by [date]’. Project team CVs can be included as an appendix, along with any additional company information you think is relevant. The proposal should contain the following:
· a succinct summary of the proposal
· details of the approach and external data sources to be used in support of this work, including your rationale for choosing this approach
· a demonstrable understanding of [research approach and sector]
· your organisation’s experience of similar projects and [relevant] research capability
· details of the personnel to be involved including their role for this project and their relevant experience
· arrangements for managing this work and quality assuring outputs, including how you would like to work with BSI during the project 
· a detailed budget, including a breakdown of time and costs per activity and per team member
[bookmark: _heading=h.46r0co2]Evaluation criteria 
The basis on which the research contract will be awarded. The criteria could include suitability of methodology, cost, experience in the area, evidence of understanding the brief.

[bookmark: _heading=h.chm0btah36qm]


Annex 2 - Timetable for appointing a supplier
The timetable below provides an example of the timescales that are involved in a further competition, from the date of issuing your tender to contract award. Please engage with your commercial function when planning the timetable.
You should allow up to 6 - 8 weeks if you choose all recommended options. You may require more time for more complex, high value projects and less time for more straightforward, simple requirements.
	Task
	Needed/ Optional
	  Task owner
	 Working days
	Weeks

	Tender issued
	Needed
	Buyer
	Day 1
	Week 1

	Deadline for submission of Capability Assessment
	Optional
	Supplier
	Day 4 to 5
	Week 1

	Evaluation of Capability Assessment
	Optional
	Buyer
	Day 6 to 7
	Week 2

	Shortlisted suppliers from Capability Assessment notified
	Optional
	Buyer
	Day 7 to 8
	Week 2

	Deadline for the submission of clarification questions
	Needed
	Supplier
	Day 11
	Week 3

	Deadline for response to clarification questions
	Needed
	Buyer
	Day 12 to 13
	Week 3

	Deadline for submission of proposals
	Needed
	Supplier
	Day 16 to 17
	Week 4/5

	Evaluation of proposals
	Needed
	Buyer
	Day 18 to 21
	Week 4/5

	Shortlisted suppliers notified
	Optional
	Buyer
	Day 22
	Week 5

	 Pre-face to face presentation feedback
	Optional
	Buyer
	Day 23 to31
	Week 6

	 Face-to-face presentations
	Optional
	Buyer and Supplier
	Day 32
	Week 7

	Evaluation of face-to-face presentation
	Optional
	Buyer
	Day 33 to 34
	Week 7

	Award contract
	Needed
	Buyer
	Day 35 to 36
	Week 8

	Kick off meeting
	Needed
	Buyer and Supplier
	Day 38
	Week 8


     
[bookmark: _heading=h.4mul2vpjg57i]

[bookmark: _heading=h.2lwamvv]Annex 3 - checklist before issuing ITT

· State RM6126 Research & Insights DPS at the start of your competition document

· Tender timetable which sets out the high level stages of the process, the clarification period, and when you intend to award and start the contract

· Detail on the process and evaluation of the capability assessment stage (if used)

· Detail on the process, evaluation and weighting of stage one written proposals

· Detail on the process, evaluation and weighting of the presentation stage (if used)

· Any additional appendices (if used)

· DPS order form and contract terms

· Tendering instructions (detail on the submission process specific to your organisation)

· Sourcing tool registration details (if inviting suppliers to your organisation’s own portal)
     
[bookmark: _heading=h.nzhblt8mh2b6]

Annex 4 - Available templates 
These templates are not mandatory and can be amended according to your requirements. To receive copies of any/all of the below please email marcommsandresearch@crowncommercial.gov.uk 
Bid pack:
· Capability assessment template
· Pre-market engagement guidance
· One simplified ITT template
· About the competition template
· How to bid template
· Statement of requirements template
Evaluation template, matrix and scoring
Customer guidance on social value 
Procurement terms glossary
[bookmark: _heading=h.44878i8q6p5l] 
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