[bookmark: _heading=h.gjdgxs]Insert name of organisation and logo if required
[bookmark: _heading=h.30j0zll]
[bookmark: _heading=h.1fob9te]Invitation to Further Competition
Guidance: you need to customise the invitation to suit your procurement. The only things you need to attend to are highlighted in yellow - as guidance or text which must be attended to. Delete or amend text as appropriate, prior to publishing. At publication there must be no yellow highlighting left.
Buyer has the option to combine attachment 1 and 2 (into 1 document if preferred).
[bookmark: _heading=h.3znysh7]Attachment 2 – How To Bid (including Evaluation Criteria)
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[bookmark: _heading=h.1t3h5sf]
1. [bookmark: _heading=h.4d34og8]How To Make Your Bid
1.1. [bookmark: _heading=h.2s8eyo1]The bid must be made by the organisation that will be responsible for providing the goods and/or services if your bid is successful.
1.2. [bookmark: _heading=h.17dp8vu]Explain any limitation on the bidding for required products and services.
1.3. [bookmark: _heading=h.3rdcrjn]Remember to:
1.3.1. [bookmark: _heading=h.26in1rg]Accept or decline this invitation.  If you decline please provide a reason for doing so;
1.3.2. [bookmark: _heading=h.lnxbz9]Enter your bid into the e-Sourcing PortalSuite. We can only accept bids that we receive through the e-Sourcing Portal;
1.3.3. [bookmark: _heading=h.35nkun2]Make sure you answer every question. In the event of N/A, write N/A as the answer response and where required explain why.
1.3.4. [bookmark: _heading=h.1ksv4uv]Each question must be answered in its own right. You must not answer any of the questions by cross referencing other questions or other materials e.g. reports located on your website;
1.3.5. [bookmark: _heading=h.44sinio]Submit your bid in good time and before the bid submission deadline;
1.3.6. [bookmark: _heading=h.2jxsxqh]Upload ONLY those attachments asked for in line with the requirements specified – any other supporting evidence, certificates for example, will be requested separately;
1.3.7. [bookmark: _heading=h.z337ya]If we do not require attachments and have specified this please only use the text boxes provided for your answer;
1.3.8. [bookmark: _heading=h.3j2qqm3]Check for messages in the e-Sourcing Portal throughout the competition;
1.3.9. [bookmark: _heading=h.1y810tw]Press the Submit all Draft Bids button when your bid is ready, otherwise we will not be able to see it;
1.3.10. [bookmark: _heading=h.4i7ojhp]If you are unsure, ask questions before the clarification questions deadline.

2. [bookmark: _heading=h.2xcytpi]How the questionnaires are structured
2.1. [bookmark: _heading=h.1ci93xb]A summary of the questions and questionnaires, along with the marking scheme, and weightings for each question is outlined in Attachment 4 - Questionnaire and marking scheme.
3. [bookmark: _heading=h.3whwml4]Award Criteria
3.1. [bookmark: _heading=h.2bn6wsx]The award stage consists of a technical evaluation and a commercial evaluation. 
3.2. [bookmark: _heading=h.qsh70q]The weighting for the technical evaluation is  detailed in DPS Order Schedule 7, Annex Order Award Criteria. Guidance;  ensure it aligns to Attachment 4 - Questionnaire and marking scheme too.
3.3. [bookmark: _heading=h.3as4poj]Award process - What you need to do
3.3.1. [bookmark: _heading=h.1pxezwc]Answer the questions in Attachment 4 in the e-Sourcing Portal by either uploading as an attachment or completing your response in the e-Sourcing suite.
3.3.2. [bookmark: _heading=h.49x2ik5]Complete the Attachment 5– Price Schedule for the appropriate products and services you are bidding for and upload into the e-Sourcing suite 
3.4. [bookmark: _heading=h.2p2csry]What we will do
	Compliance Check
First, we will complete a compliance check to make sure that you have answered all questions and have completed the Attachment 5 - Price Schedule in line with our instructions. All bids passing the compliance check will progress to the technical evaluation.

	Technical Evaluation
Secondly, will assess your responses to the technical questions using the response guidance and the evaluation criteria. We will give a score and a reason for the score for each question. 
The evaluator/s will enter the scores and reasons into the e-Sourcing Portal.
If the evaluation panel wishes to clarify any areas of your bid, bid clarification questions will be issued via the e-Sourcing suite on an individual basis.

	Consensus 
Once the evaluator/s has/have independently assessed your answers to the questions we will arrange for the evaluators to meet. 
At this meeting, the evaluators will discuss the technical responses and review their scores and reasons for that score. The discussion will continue until they reach a consensus regarding the score, and reason for that score, for each question. These final scores will be used to calculate your technical score for each lot you have bid for. 
If the evaluation panel wishes to clarify any areas of your bid, bid clarification questions will be issued via the e-sourcing suite on an individual basis.

	Commercial evaluation
We will then evaluate your commercial response and calculate your score using the evaluation criteria specified.
If we wish to clarify any areas of your bid, bid clarification questions will be issued via the e-sourcing suite on an individual basis.

	 Final Score
Your technical score will be added to your commercial score, to create your final score. 

	Award
Award will be made to the highest scoring bidder, subject to any evidence, documentation or further information that may be required.
We will notify successful and unsuccessful bidders providing feedback. 
In some cases we may include a standstill period in which case the successful bidders will be issued an intention to award letter with all suppliers notified of the intended outcome.


4. [bookmark: _heading=h.147n2zr]Marking Scheme
4.1. [bookmark: _heading=h.3o7alnk]The evaluation criteria set out below will be used during the technical evaluation:
	Marking Scheme
	Description

	100 - Good
	The response fully meets all requirements with detail provided minimising risks to delivery.
The response is comprehensive and unambiguous, demonstrating a thorough understanding of the requirements and provides details of how the requirement will be met in full.

	66 – Acceptable – Minor Concerns
	The response is acceptable and meets all the basic requirements. However, the response is not sufficiently detailed to minimise risk to the Contracting Authority.

	33 – Non Acceptable - Major Concerns
	The response has met some, but not all elements of the requirement, which poses risk that the proposal will not meet the requirements.  


	0 - Unsuitable
	The response does not meet any of the requirements or no response has been provided.  An unacceptable and/or non-compliant response with serious reservations, demonstrating no understanding of the requirement.


[bookmark: _heading=h.23ckvvd]

5. [bookmark: _heading=h.ihv636]Commercial Evaluation
5.1. [bookmark: _heading=h.32hioqz]This section contains information on how to complete Attachment 5 - Price Schedule and the commercial evaluation process.
5.2. [bookmark: _heading=h.1hmsyys]How to complete your Attachment 5 – Price Schedule
5.2.1. [bookmark: _heading=h.41mghml]Read the instructions in the Attachment 5 - Price Schedule, and in this section before submitting your prices.
5.2.2. [bookmark: _heading=h.2grqrue]Your prices must be sustainable and remain fixed for a minimum period of (90) Working Days (or such other period specified in the invitation to tender issued by the Buyer in accordance with the Order Procedure.
5.2.3. [bookmark: _heading=h.vx1227]Your prices are to exclude VAT.
5.2.4. [bookmark: _heading=h.3fwokq0]The currency is British pounds sterling, up to two decimal places.
5.2.5. [bookmark: _heading=h.1v1yuxt]The percentages submitted shall be up to two decimal places.
5.2.6. [bookmark: _heading=h.4f1mdlm]Pricing will be based on:
· [bookmark: _heading=h.2u6wntf]Rounded to the nearest £10.
· [bookmark: _heading=h.19c6y18]Zero or referential bids will not be allowed.
5.2.7. [bookmark: _heading=h.3tbugp1]We will investigate where we consider your bid to be abnormally low.
5.2.8. [bookmark: _heading=h.nmf14n]You must download and complete the Attachment 5 – Price Schedule for the products/services you are submitting a bid for. 
5.2.9. [bookmark: _heading=h.37m2jsg]When you have completed your Attachment 5 - Price Schedule, you must upload this into the e-Sourcing Portal alternative. If you do not upload your bid may be rejected from this competition.
5.2.10. [bookmark: _heading=h.1mrcu09]Do not alter, amend or change the format or layout of the Attachment 5 – Price Schedule.
5.3. [bookmark: _heading=h.46r0co2]Commercial Evaluation Process
5.3.1. [bookmark: _heading=h.2lwamvv]This is how we will evaluate your pricing:
5.3.2. [bookmark: _heading=h.111kx3o]We will check you have completed the Attachment 5 – Price Schedule as instructed.
5.3.3. [bookmark: _heading=h.3l18frh]Failure to complete Attachment 5 - Price Schedule as instructed may result in your bid being deemed non-compliant and it may be rejected from this competition.
5.3.4. [bookmark: _heading=h.206ipza]The commercial evaluation will be undertaken separately to the technical evaluation process.
5.3.5. [bookmark: _heading=h.4k668n3]The bidder with the lowest total price will be awarded the maximum score available for that product/service.
5.3.6. [bookmark: _heading=h.2zbgiuw]All other bidders will get a price score relative to the lowest total price for that product/service.
5.3.7. [bookmark: _heading=h.1egqt2p]The calculation we will use to evaluate your total price for each product/service you are bidding for, is as follows:
Price Score = 	Lowest total price    * maximum score available             Bidder’s total price
5.3.8. [bookmark: _heading=h.3ygebqi]The bidder with the lowest price per product/service will be awarded the maximum available commercial score.
5.3.9. All other bidders will get a score relative to the highest score.
Where we consider any of the total price(s) you have submitted to be abnormally low will ask you to explain the price(s) you have submitted (as required in regulation 69 of the Public Contracts Regulations 2015).
6. [bookmark: _heading=h.2dlolyb]Final Decision to Award
6.1. [bookmark: _heading=h.sqyw64]We will add your technical score to your commercial score to calculate your final score.
6.2. Where the final score achieved by multiple bidders ranks them in equal position and all such bidders have achieved the minimum pass mark or higher in all questions, the bidder with the highest score for question xx, followed by question xx (listed in order of importance), will be deemed the winner and awarded the contract for the product or services required in which they have achieved the highest score.
7. [bookmark: _heading=h.3cqmetx]Further Information
7.1. We will tell you if you have been successful or unsuccessful via the e-Sourcing Portal or (insert name of alternative e-sourcing tool).
7.2. The award of a contract is subject to the provision of due ‘certificates, statements and other means of proof’ where bidders have, to this point, relied on self-certification. This means [list here all certificates/evidence that they need to submit that have been included in the Attachment 3 - Statement of Requirements.
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