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REQUEST FOR INFORMATION (RFI)
IMPORTANT NOTES

· Brevity is good.

· Do not be generic.
· Do not provide photographs.

· Do ensure that no e-mail file is greater than 10 MB.
· Final time and date for submission: 9 am on Thursday 24th October 2013.
	1.0  Introduction
INSTRUCTIONS TO PROSPECTIVE CONTRACTOR
NB:   Failure to comply with the following Instructions could result in the response being excluded from further consideration.

1.0    The Technology Strategy Board (TSB) and UK Shared Business Services Ltd (UKSBS) are acting on behalf of the TSC for this procurement.

           The responses to this RFI will be appraised by the employer’s team (UKSBS, TSB and TSC) and the employer’s professional services team. 

2.0       Responses should take the form of direct answers to the questions without reference   to any promotional, marketing or general background information about the company.

3.0
All questions should be answered in the sequence published herein, using the same reference systems, stating the question followed by the answer which should be as short as possible (about 1 or 2 paragraphs) and,  in any event,  comply with the space limitations stated for specific questions.  Responses exceeding these limitations may be marked down.
4.0 An electronic (e-mail) copy of the completed RFI is required.  A hard copy may be provided if the applicant does not have access to e-mail facilities. This must be forwarded to the address given in paragraph 7.0 in Project Information below, to arrive no later than the date and time given in the cover page of this RFI.

5.0 Unless otherwise stated, all questions are in respect of the `Operational Centre’ alone not the company as a whole.  Consolidated data from groups of companies, holding companies or other larger entities is not acceptable.  If specific details are not available about the Operational Centre alone, realistic estimates/assessments should be made and identified as such.  Non compliance with these requirements will result in scores being marked down.

6.0 The RFI contains two types of questions:-

6.1 Information only. No specific marks allocated but response (or failure to respond) will be taken into consideration in the Contractor’s suitability to be taken forward to the award stage.

6.2 Marks available for each section are shown in brackets after each heading.  Marks are scored on the nature and adequacy of the response.  Some questions in these sections may be for information only.

7.0 Electronic responses are to be emailed to: kerry.hammond@uksbs.co.uk.  
To arrive not later than 9.00am on the Thursday 24th October 2013 9am.  E-mails received after that time will not be considered.  (See also 4.0 above)

Any questions of clarification that prospective tenderers may have must be submitted by email to kerry.hammond@uksbs.co.uk  ( due to annual leave between 30th Sept – 11th Oct, please email john.foy@uksbs.co.uk ) to arrive not later than 10 am on the Monday 21st  October 2013  Any received later will not be replied to.
8.0 At this stage in the selection process, candidates should not seek to contact the Client.
9.0 The Client will not recompense Companies for the time and expense in making this submission but thanks them for their response.

10.0 The Government has set out a need for greater transparency across its operations and you are hereby made aware of the Procurement Transparency Statement which can be seen on RCUK Shared Services Centre Limited internet site which can be accessed by http://www.ssc.rcuk.ac.uk/procure/pages/default.aspx clicking on Procurement Transparency Statement.

	 The Authority’s named contact point for the procurement is:

	 Name: Kerry Hammond

	 Address: North Star House, North Star Avenue, Swindon, SN2 1FF

 Email: kerry.hammond@uksbs.co.uk


	2.0 Background Information

	The Transport Systems Catapult (TSC) is seeking to establish a centre of excellence that will accelerate the latest developments in transport systems.  It aims do this by bringing together knowledge, expertise and state-of-the-art facilities to help UK businesses exploit the market for transport systems modelling.

TSC presently occupies temporary premises in London but has identified Milton Keynes as its preferred permanent location.  Lease terms have been provisionally agreed for TSC to lease the 3rd floor of The Pinnacle on Midsummer Boulevard in Central Milton Keynes comprising approximately 32,600 sq ft together with the ground floor and mezzanine of 160-162 Midsummer Boulevard comprising approximately 4,400 sq ft.  The Grade A offices were developed in 2010 by Hampton Brook/Aberdeen Asset Management and TSC will be the first occupiers of the identified space.  Kier were employed as the principal contractor on The Pinnacle with Briggs & Forrester acting as the M&E sub-contractor.  

	3.0 The Requirement

	TSC is now seeking to appoint a suitably experienced contractor to deliver a high quality fit-out of the identified space.  TSC is currently in the process of appointing a multi-disciplinary Project Management and Design Team to produce an interior design to RIBA Stage D and to subsequently manage the delivery of the fit-out works. 
TSC anticipates that they will have around 100 staff based at the new offices within 12 months of occupation, although it’s unlikely that this number of staff will be present at any one time.  It is anticipated that the design will cater for a mix of permanent desks and hot desks as well as an appropriate number of individual offices, meeting rooms, break-out spaces, tea points and a reception facility.  The aspiration for the new office space is for it to both reflect and inspire the innovative and creative nature of the business.  Consequently, a high quality fit-out is desired creating a ‘wow’ factor.  It is likely that the actual fit-out works will be phased to allow the Catapult to grow into the space, and that the East Wing of the 2nd Floor will be developed first along with the ground floor and mezzanine of 160-162 Midsummer Boulevard.

A provisional budget of around £1.3m has been set aside for the first phase of the fit-out works including all consultancy and legal fees associated with the design, procurement, management and documentation of the works.  An additional sum of £1m has been budgeted for IT systems, including visual demonstration facilities and including other furnishings.  A decision has still to be made as to whether both of these elements form part of a single turn-key procurement alongside the fit-out works.

TSC wish to be seen to be embracing sustainability in the proposed works and it is therefore anticipated that a ‘Gold’ Ska rating for the works will be pursued.

	4.0 Timetable

	Set out below is the proposed procurement timetable. This is intended as a guide and, whilst the Authority does not intend to depart from the timetable, it reserves the right to do so at any time.
Issue RFI

Thursday 26th September 2013
RFI Returns:      

Thursday 24th October 2013 9am
RFI Evaluation:

25th Oct – 7th Nov 2013

Issue RFQ

Mid November 2013

RFQ Site Visit 

End November 2013

RFQ Return

December 2013
RFQ Evaluation

December 2013
Appoint Preferred Supplier

December 2013


	One e-mail copy of the completed RFI should be sent to kerry.hammond@uksbs.co.uk  
Hard copies are not required but may be sent if you don’t have access to e-mail, to the following address

UK Shared Business Services Ltd
Procurment Team - Construction
Polaris House

North Star Ave

Swindon, Wiltshire

SN2 1EF
Quoting ref no: CON13020
All digital Annexes must be supplied in ONE Pdf not exceeding 10 MB size - formats compatible with these will also be accepted. 

	6.0 Provider Selection

	      The Authority may disqualify any Potential Provider who fails to:

1. Comply with the requirements of Regulation 23 and/or fails to certify on the Statement of Good Standing that it has fulfilled these requirements
2. Submit its completed RFI before the deadline

The Potential Providers who are not disqualified in accordance with the above grounds shall be evaluated on the qualification criteria which take into account the economic and financial standing and the technical or professional ability of the Potential Provider and are in accordance with Regulations 23-26 of the Public Contracts Regulations 2006 (as amended from time to time).  A shortlist of Potential Providers will be drawn up and they will be eligible to participate further in the procurement process.

The Authority may seek independent financial and market advice to validate information declared or to assist in the evaluation. Reference site visits or demonstrations and/or presentations are unlikely to be requested at this stage.

	Evaluation Justification Statement
In consideration of this particular requirement the Authority has decided to evaluate Potential Providers during the selection stage by adopting the weightings/scoring mechanism detailed below. The Authority considers these weightings to be in line with existing best practice for a requirement of this type.
The RFI will be evaluated based upon three criteria:

	1] Good Standing (Prefix ‘B’)

Section B will be assessed on a pass/fail basis.  If a Potential Provider cannot confirm all of the statements in Section B (or explain to the Authority’s satisfaction why they cannot), the Authority reserves the right to disqualify the Potential Provider from the scoring process at this point.

	2] Economic & Financial standing (Prefix ‘C’) This assessment will be a Pass or Fail requirement.

Section C will be assessed and scored on an evaluation of the questions in section (C) not subject to a ‘Yes‘ or ‘No’ answer.  

Where there is a question requiring a ‘Yes’ or ‘No’ response, if a Potential Provider cannot confirm all of the statements in Section C (or explain to the Authority’s satisfaction why they cannot), the Authority reserves the right to disqualify the Potential Provider

	3] Technical (Prefix ‘D’) This assessment score will be 100% of the total RFI evaluation.

Section D will be assessed and scored on an evaluation of the questions in section (D) not subject to a ‘Yes’ or ‘No’ answer.

4) Scoring of the RFI
A score of 9-10 will indicate that the bidder has fully understood the requirement and the proposed methodology, addresses all the issues fully, with no gaps or inconsistencies, and will have good quality resources available for the contract. The individuals proposed for the work have extensive relevant and recent experience. 
A score of 7-8 will reflect that the bidder has addressed all, or the majority of, the issues, with no significant gaps in the proposed methodology, has a robust plan for delivering and has adequate resources available for the contract. The individuals proposed have good relevant and recent experience.
A score of 4-6 will reflect that the bidder has addressed many of the issues but there are some gaps in the proposed methodology, resources or experience which would nevertheless be acceptable.
A score of 1-3 will reflect that the bidder has not provided sufficient evidence of their understanding of the requirements, or how they will address them, or the response has several gaps and weaknesses, or inadequate resources are proposed or the individuals proposed for the work do not have sufficient experience.
A score of 0 will result if no response is given or if the response is not acceptable and / or does not cover the required criteria.

	7.0 Sub-contracting
Where a sub-contracting approach is proposed, all information requested should be given in respect of the prime contractor.

Where requested within the RFI and where sub-contractors will play a significant role in the delivery of the services or products under any ensuing contract, please indicate in a separate Annex the composition of the supply chain, indicating which member of the supply chain will be responsible for the elements of the requirement.
For the purposes of this RFI, ‘significant’ shall mean the Design Team members and any sub-contractor carrying out works equivalent to 15% or greater of the total contract sum.

It is recognised that arrangements in relation to sub-contracting may be subject to future change.  However, Potential Providers should be aware that where sub-contractors are to play a significant role, any changes to those sub-contracting arrangements may constitute a material change and therefore may affect the ability of the Potential Provider to proceed with the procurement process or to provide the goods and/or services.
The employer intends to name Briggs & Forrester as the M&E sub-contractor. The appointed contractor will assume normal management responsibilities.


SECTION A 
Organisation Details

	Q Ref.
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	Not scored

	A 1-1
	Full name of organisation
	Organisation either bidding or acting as lead contact where a consortium bid is being submitted
	

	
	Registered office address
	Property name, street name, town,  county, postcode, country
	

	
	Company or charity registration number
	
	

	
	VAT registration number
	
	

	
	Name of immediate parent company
	
	

	
	Name of ultimate parent company
	
	

	A 1-2
	Type of organisation
	E.g. PLC, limited company, LLP, other partnership, sole trader, other (please specify)

If PLC, limited company or LLP please provide Companies House registration number
	

	A 1-3
	Are you a Small, Medium or Large organisation
	Enter the word ‘Small’, ‘Medium’ or ‘Large’ based on the following Companies House definitions:

To be a small company, at least two of the following conditions must be met: 

· Annual turnover must be £2.8 million or less 

· The balance sheet total assets must be £1.4 million or less 

· The average number of employees must be 50 or less 

To be a medium-sized company, at least two of the following conditions must be met:

· Annual turnover must be £11.2 million or less 

· The balance sheet total assets must be £5.6 million or less 

· The average number of employees must be 250 or less 
	

	A 1-4
	Contact details for enquiries
	Contact name, title, address, eMail, telephone number
	

	A 1-5
	Company operating address 

(if different from that of registered office, provided in response to A1-1)
	Property name, street name, town,  county, postcode, country
	

	A 1-6
	Is your organisation:
a) Bidding to provide the services required itself?


b) Bidding in the role of Prime Contractor and intends to use subcontractors to provide some services
c) A consortium
	Indicate:
 a) No supporting Annex required, or
 b) Provide supporting Annex of the proposed supply chain, identifying the differing service/product deliverables and which organisation, where known, will provide them),
c)  Provide supporting Annex of the Consortiums structure, shareholdings, proposed supply chain, identifying the differing service/product deliverables and which organisation will provide them).
	

	
	
	
	

	
	
	
	

	
	The questions A 1-7 & A1-8 are for completion by non UK businesses only

	A 1-7
	Is your organisation registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annexes IX A-C of Directive 2004/18/EC) under the conditions laid down by that member state?
	Answer:
a) ‘Yes’ and provide summary details

or

b) ‘No’ and give reasons why not

or

c) ‘Not applicable’ and state reasons why
	

	A 1-8
	Is it a legal requirement in the State where you are established for you to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement? 
	Answer:
‘Yes’ and provide details of what is required and confirm that you have complied with this.

or

‘No’

	

	
	
	
	


SECTION B
	Q Ref
	Grounds for mandatory rejection

	
	Important Notice:
In some circumstances the Authority is required by law to exclude you from participating further in procurement.  If you cannot answer ‘no’ to every question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.

	B 1-1
	Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Answer ‘Yes’ or ‘No’

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

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

	(c)
	the offence of bribery;
	

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

	
	(i) the offence of cheating the Revenue;
	

	
	(ii) the offence of conspiracy to defraud;
	

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

	
	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985 or section 993 of the Companies Act 2006;
	

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

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

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

	(e)
	money laundering within the meaning of the Money Laundering Regulations 2003 or Money Laundering Regulations 2007; or
	

	(f)
	any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant State.
	

	
	


	Q Ref
	Grounds for discretionary rejection

	
	Important Notice:
The Authority is entitled to exclude you from consideration if any of the following apply but may decide to allow you to proceed further. If you cannot answer ‘no’ to every question it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  

	B 1-2
	Is any of the following true of your organisation?
	Answer ‘Yes’ or ‘No’
if ‘Yes’, inc Annex Reference

	(a)
	 being an individual,
is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or appears unable to pay or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state;
	

	(c)
	being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002
has passed a resolution or is the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is the subject of similar procedures under the law of any other state?
	

	B 1-3
	Has your organisation:
	

	(a)
	been convicted of a criminal offence relating to the conduct of your business or profession;
	

	(b)
	committed an act of grave misconduct in the course of your business or profession;
	

	(c)
	failed to fulfil obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which you are established;
	

	(d)
	failed to fulfil obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which you are established; or
	

	(e)
	been guilty of serious misrepresentation in providing any information required of you under Regulation 23 of the Public Contracts Regulations 2006?
	


 SECTION C

	
	Economic and Financial Standing Regulation 24
	

	Q Ref
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	Unique Annex reference

	C1-1
	We are required to make an assessment of your Economic and Financial Standing. 

To facilitate this we require to see the following documents 


	Information Only

	
	We are required to make an assessment of your Economic and Financial Standing.
The Authority may seek independent financial and market advice to validate information declared

	We require a statement of your

· Turnover

· Profit or Loss before Tax

· Value of Trade Creditors

· Value of Trade debtors

       For each of the last two years
	

	C1-2
	Employer’s liability insurance is a legal requirement (except for businesses employing only the owner / close family members) and this should be at least £10m million. Can you confirm that you have this in place or whether you intend to have it in place for commencement of the contract 
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	

	
	Public Liability of at Least £10m Can you confirm that you have this in place or whether you intend to have it in place for commencement of the contract
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	

	
	Professional Indemnity Insurance of £1 million for each and every claim or series of claims arising out of or attributable to the same originating clause without any limit being placed on the number of claims (provided that such limit of indemnity may be in the aggregate for each year of insurance in respect of claims for pollution, contamination and date recognition)
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	


 SECTION D

	
	Technical and Professional Ability

	
	

	Q Ref
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	This will be scored 100%

	
	Mandatory Section
	If you cannot answer any part of this  Question your application will not be evaluated any further.
	

	D1-1
	Organisational Structure

a). Please attach details of your organisation structure (e.g. an organisation chart) describing the corporate structure of the organisation and indicating the number of staff working in each function

b). Please attach an organisation chart and details of the management structure between the members of the team, including the Heads of Agreement between the parties (if any), indicating the number of staff working in each discipline


	5%

	  D1-2
	Your Company Experience

Please identify three office fit-out projects of a similar size and nature that your company or consortium have contractually completed between 2007 and 2012.  Project examples from the following sectors would be considered: 

The following information must be provided for each facility:

· Client

· Size

· Completion Date

· Procurement route

· Construction Cost

· Contract Cost

· Components of facility

· Services provided / role

· At least 1x reference including contact details either at Client or Project Manager level. Written references will not be sufficient. 

Your response should also indicate any parts of the services that either are or were sub-contracted and to whom.

Examples must be either whole buildings or multi-space suites. Single rooms/suites will not be accepted.

Please identify where your consortium have successfully delivered projects together, either as a multi-disciplinary consortium or as separate direct appointments.

	30%

(10% each project)

	   D1-3
	Design Experience

Provide the CVs for the following individuals from either your organisation or your consortium, who have practical experience of the type of work in the sectors listed in D1-2 above. CVs from each group as bulleted will be expected.

· Construction Director
· Senior Design Manager
· Construction Manager

· M&E Services manager

Identify the qualifications, relevant experience and project roles undertaken by each of the proposed individuals, in particular linking those team members to the reference projects in D1-2
	15% 

	D1-4
	Collaborative Delivery

From the experience outlined in Section D1-2, please highlight with reference to one or more of the projects detailed, lessons learnt and the experience gained for the following:  (300 words max. each)

1 - Relationships: Creation and maintenance of long-term relationships with clients and/or partners and/or suppliers;

2 - Processes: Creation of value through design and construction process;

3 - Programme: Demonstrate how you have achieved challenging delivery timescales;

4 - Innovation: Introducing innovative approaches to assist in meeting client aspirations;


	5%

10%

15%

5%

	D1-5
	Management Systems

Please provide certificates of the following management systems: 

· Health & safety management systems for existing operations

· Auditing and/or quality assurance programme for existing operations.  

· Environmental management systems for existing operations


	5%

	D1-6
	Project Understanding

Please provide a statement of your understanding of the requirements for projects of this nature, based upon the information provided and your approach to providing the services required.  In particular, outline your understanding of potential critical success factors, potential risks that you perceive with projects of this nature and the type of resources (asset / staff / intellectual) that would be needed to deliver those requirements:  (500 words max.)
	10%


	E1
	Declaration

	
	I declare that to the best of my knowledge the answers submitted in this RFI are correct. I understand that the information will be used in the process to assess my organisation’s suitability to be invited to a shortlist for stage 2 for the Authority’s requirement and I am signing on behalf of my organisation. I understand that the Contracting Authority may reject this RFI if there is a failure to answer all relevant questions fully or if I provide false/misleading information.

	
	I understand that the Government’s transparency agenda requires that sourcing documents, including RFI templates such as this, are published on a designated, publicly searchable web site, and, that the same applies to other sourcing documents issued by the Authority,  and any contract entered into by the Authority with its preferred supplier once the procurement is complete.  

By submitting a response to this RFI I agree that our participation may be made public.  

I understand that the answers given in this response will not be published on the web site (but may fall to be disclosed under Freedom of Information Act 2000 or Environmental Information Regulations 2004).  

By submitting a response to this RFI I agree and accept the justification for the Contracting Authority’s evaluation criteria.  

I understand that where sourcing documents issued by the Authority or contracts with its suppliers fall to be disclosed the Authority will redact them as it thinks necessary, having regard (inter alia) to the exemptions/exceptions in the FOIA or EIR.

	
	Form completed by:

	E1-1
	Name:
	

	E1-2
	Position:
	

	E1-3
	Date:
	

	E1-4
	Signature:
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