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INSTRUCTIONS AND INFORMATION ON TENDERING PROCEDURES 
 

1  GENERAL INFORMATION 
 
1.1 This Invitation to Participate ("ITP") is issued in connection with Department 

for Work and Pensions’ ("DWP") requirement to establish a Dynamic 
Purchasing System ("DPS") for the Provision of Work Focused Activities in 
England, Scotland and Wales. 

 
1.2 The DPS is for the procurement of social and other services referred to in 

Regulation 74 of the Public Contracts Regulations (2015) and as such, the 
intention is to use a light touch regime, rather than the full regime described 
in Regulation 34.  

 
1.3 Only DWP will make purchases under the DPS.  

 
1.4 Please note that in this ITP, unless otherwise indicated, the following terms 

shall have the following meanings: 
 

"Authority" or 
"DWP"  

the Secretary of State for Work and Pensions acting as 
part of the Crown through his/her representatives in the 
Department for Work and Pensions 

"Call-Off 
Tender" 

the tender submitted by the Supplier in response to an 
RFQ in respect of a Call-Off Contract 

 

"DPS 
Contract" 

an agreement entered between the Authority and each 
successful Potential Supplier in relation to the DPS 

"Potential 
Supplier"  

any person or organisation responding or, where the 
context requires, potentially responding to this ITP 

"Qualification 
Envelope"  

the process to be completed for a Potential Supplier to 
be accredited to the DPS 

"Request to 
Participate 
(RTP)"  

an accreditation application to the DPS submitted by a 
Potential Supplier via the Qualification Envelope. 

“Request for 
Quote (RFQ)” 

the process the Authority will follow for call-off against 
this DPS. 

 
1.5 These instructions, together with the specification and all other information 

and documents to which they refer, are designed to ensure that all Potential 
Suppliers are given equal and fair consideration. It is important therefore, 
that you provide all the information asked for in the format and order 
specified. 
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1.6 This document contains the information and instructions Potential Suppliers 
need in order to submit a completed Request to Participate and how to 
respond to RFQs, for example:  

 Information regarding the procurement, such as the timetable and how 
potential suppliers are accredited for admission onto the DPS; 

 How to submit questions and requests for clarification;  

 Instructions explaining how to complete and submit a Request to 
Participate (RTP); and 

 How the DPS will operate including how to respond to RFQs and the 
evaluation process. 

1.7 Please read the information and instructions carefully because non-
compliance with the instructions may result in disqualification of your 
response from this procurement. 

 
1.8 The DPS Contract including the Call Off Contract form an integral part of this 

ITP. They set out further rights and obligations which apply to DWP and 
successful Potential Suppliers. 

 
1.9 Potential Suppliers need to ensure that they have read all the documentation 

relating to this ITP including the Specification, DPS Contract plus these 
Instructions to Potential Suppliers thoroughly so that questions or 
clarifications are not raised unnecessarily. 

 
1.10 DWP actively encourages Potential Suppliers to utilise Small and Medium 

Sized Enterprises (“SMEs”) (where it is relevant to do so and provides value 
for money) within their supply chains. 

 
1.11 The procurement will use two online portals:  

 

 DWP eProcurement Solution (“Jaggaer” also known as “Bravo”)  
and  

 Basware  

1.12 This procurement relies upon the initial completion of a Qualification    
Envelope within Jaggaer which will contain all of the information DWP 
requires to enable accreditation to the DPS to take place.  All information 
should be uploaded as per instructions for the Envelope within the Jaggaer 
portal. 

  
1.13 Once a Potential Supplier has been accredited, they will be invited to register 

on the Basware system and complete sections on Basware to indicate the 
services they can potentially deliver. Details on how to do this will be 
included in the Award Letter that will be issued to suppliers who are 
successful at accreditation stage.  
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2 ADMINISTRATION OF THE PROCUREMENT PROCESS 
 
2.1 To ensure all communications relating to this procurement are received, the 

Potential Supplier must ensure that the points of contact it nominates in the 
Jaggaer and Basware portals are accurate at all times. Access to the portals 
is available 24 hours a day, 7 days a week, and 365 days a year anywhere 
in the world via the internet unless notified otherwise by the Jaggaer and 
Basware portals for reasons such as maintenance. 

 
2.2 Support available to help you to understand and use the Jaggaer system 

includes: 
 

 Freephone helpdesk (0800 069 8630), available Monday-Friday 8am to 
6pm (UK time in English language only); or  

 Help guides available within the Portal. 

 For access issues support is available from the dedicated supplier  
helpdesk via email; help@bravosolution.co.uk. 

 
2.3 Support available to help you to access and use the Basware system 

includes: 
 

 Help guides included in this ITP; 

 Instructions provided to Potential Suppliers once accredited via Jaggaer 
on how to complete the Basware requirements. 

 Support from Basware: https://www.basware.com/en-gb/support 

 Support from DWP Commercial Directorate via email: 
cdfsf.adhocprocurement@dwp.gov.uk  

 
2.4 Potential Suppliers must ensure that their Jaggaer and Basware 

registrations directly relate to the part of the supplier organisation that 
submits the RTP (i.e. some larger potential suppliers may have several 
subsidiaries so registration needs to apply to that part of organisation 
responsible for this particular requirement). 

 
2.5 Where a consortium/Special Purpose Vehicle ("SPV") is formed to submit a 

RTP, this must only be submitted by and in the name of the Supplier chosen 
as the “Lead” Potential Supplier for that consortium/SPV. 

 

2.6 Where there is a change of Potential Supplier chosen to “lead” a 
consortium/SPV prior to RTP submission, the new lead supplier must 
register on the Jaggaer portal and the previous lead supplier should 
immediately decline their option to submit a RTP. 

 
3 CONDITIONS APPLYING TO THIS INVITATION TO PARTICIPATE (ITP)  

3.1 It is DWP’s intention that this procurement exercise will comply with the 
overriding EU Procurement Directive principles of equal treatment and 
transparent competition to ensure value for money. 

mailto:help@bravosolution.co.uk
https://www.basware.com/en-gb/support
mailto:cdfsf.adhocprocurement@dwp.gov.uk


V1.0 6  
 

 
 DWP’s Terms and Conditions 
 

3.2 The DPS Contract and Call-Off Contract form an integral part of the ITP.  
They set out further rights and obligations which apply to DWP and Potential 
Suppliers.   

 
3.3 Potential Suppliers are not permitted to submit their own terms and 

conditions, whether standard or otherwise and no amendments to DWP’s 
terms and conditions will be considered.   

 
3.4 Potential Suppliers must confirm their acceptance of the DPS Contract at 

the point of application on the Jaggaer system stating they accept the Core 
Terms, including the terms and conditions applying to each Call-Off 
Contract. 

 
Costs and Expenses  

 
3.5 The Authority will not be liable to Potential Suppliers for any costs, expenses, 

work, loss of profit or effort which may be incurred in preparing and/or 
submitting its RTP or in connection with any call off process.  

 
3.6 This applies whether or not the Potential Supplier or any other organisation 

is successful and also applies to any additional cost a Potential Supplier may 
incur, if DWP modifies or amends its requirements or if DWP cancels this 
procurement for whatever reason. 

 
Confidentiality 

 
3.7 Information received by Potential Suppliers and DWP in relation to the DPS 

will be subject to confidentiality obligations as set out in Clause 21 in the 
DPS Contract and Call-Off Terms and Conditions.  Provided that in addition 
DWP may disclose information: 

 
I. with regard to the outcome of the procurement process as may be 

required to be published in accordance with Law and in 
accordance with the requirements of UK government policy on the 
disclosure of information relating to Government contracts; and 

 
II. to seek references from banks, existing or past clients, or other 

referees submitted by the Potential Supplier. 
 

Dynamic Purchasing System Duration 
 

3.8 The DPS Contract will commence on the 1st November 2021 and the DPS 
will remain open until terminated in accordance with its terms.  All DPS 
Contracts will be valid for the life of the DPS unless terminated sooner in 
accordance with the terms of the DPS Contract.  
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3.9 Call-Off Contracts made from the DPS can have an expiry date later than 
any potential termination date of the DPS Contract. Potential Suppliers will 
continue to be bound by the Core Terms they agreed to when joining the 
DPS. 

 
Amendments to the DPS Process or DPS Documents by DWP 

 
3.10 DWP reserves the right to discontinue this DPS process at any time and not 

to award a contract. 
 

Previous or current contracts with DWP 
 

3.11 Potential Suppliers who currently undertake, or have previously undertaken, 
work for DWP should note that they will be evaluated purely on their 
response to this ITP and subsequent RFQs. DWP’s prior knowledge or 
experience of organisations will not form part of the evaluation. 

 
Inducements 

 
3.12 Offering an inducement of any kind, in relation to obtaining this or any other 

contract with DWP, will disqualify your organisation from being considered 
and may constitute a criminal offence. 

 
Potential Supplier Clarification (Q&A) 

 
3.13 Potential Suppliers have the opportunity to raise questions about the ITP 

and request clarification about the requirement. All questions on the RTP 
process raised must be submitted via the Jaggaer portal.  

 
3.14 Potential Suppliers need to ensure they have read all the documentation 

contained within the ITP (including the Specification, the DPS Contract and 
the Core Terms and these Instructions to Potential Suppliers) thoroughly so 
that questions or clarifications are not raised unnecessarily. Attention is also 
drawn to the Q&A Log which will be published on the Jaggaer portal via the 
‘Visible to Suppliers’ folder.  

 
3.15 If a question is deemed by a Potential Supplier to be commercially 

confidential, they should indicate that they believe this is the case. DWP will 
consider this and, if in agreement, will exercise due discretion in handling 
the question and limiting the circulation of the answer(s) to your organisation.   

 
3.16 Questions not deemed to be commercially confidential will be considered by 

DWP to be of significance to all Potential Suppliers. All questions and 
answers will be made anonymous and made available to all Potential 
Suppliers via the Q&A Log on the Jaggaer portal.  If DWP intends to follow 
this course of action it will inform you before sharing the question and 
response with all Potential Suppliers which will provide you with an 
opportunity to request that the question be withdrawn. 
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3.17 It will be the responsibility of the Potential Suppliers to monitor the portal for 
the latest activity.   

 
Acceptance and Return of Requests to Participate 

 
3.18 Notwithstanding anything in this ITP, Potential Suppliers should note that 

DWP is not bound in any way and does not have to accept any RTP or 
subsequent Call Off Tender. 

 
3.19 The Call Off Tender should be completed in accordance with the information 

set out in this ITP and must be completed via the Jaggaer portal.   
 
3.20 The RTP will consist of completion of the Qualification Envelope on Jaggaer 

which consists of the Selection Questionnaire ("SQ"). Once this has been 
submitted it will undergo an accreditation check to ensure that all information 
requested has been received and the criteria has been met for the Potential 
Supplier to be accredited onto the DPS. The application will be rejected if 
the information requested is incomplete. Potential Suppliers may reapply to 
the DPS if their initial application is rejected. 

 
Declaration by Potential Supplier 
 

3.21 The RTP is an offer from the Potential Supplier to enter into a contract with 
DWP. A completed declaration on the RTP provides a formal statement that 
the information in the RTP (including the response to the SQ) is accurate 
and that the Potential Supplier has not breached any of the exclusion 
grounds indicated. 

 
Re-accreditation 

 
3.22 The Authority reserves the right to require Potential Suppliers, on the 12-

month anniversary of joining the DPS and thereafter every 12 months, to 
confirm that the information they have provided is still correct. The Authority 
also reserves the right to request additional information from Potential 
Suppliers to evidence their re-accreditation and if that evidence is not 
deemed to be sufficient to remove them from the DPS. 

 
Welsh Language    

 
3.23 Where appropriate Potential Suppliers should be aware that if the contract 

delivers a service to members of the public in Wales then the Potential 
Suppliers must comply with and fully understand their contractual obligations 
regarding the DWP Welsh Language Scheme. Full details can be found in 
Schedule C3 - the Welsh Language Scheme (Optional).  

 
 
 
4. DATA SECURITY 
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4.1 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. Potential Suppliers must provide the 
Authority reasonable assurance that security controls are in place to 
protect Authority data and assets. Further information on the Security 
Requirements can be found in Schedule C2 – Security. 

 
4.2 As an organisation, you will need to comply with the 10 Steps to Cyber 

Security guidance as published by the National Cyber Security Centre 
(https://www.ncsc.gov.uk/collection/10-steps). 
 

4.3 As part of the SQ, Potential Suppliers will be required to answer 10 
information security questions. Guidance for meeting each principle and 
evidence that may be required at a later stage of the procurement process 
are highlighted on the SQ. 

 
4.4 If requested to do so by the Authority, Potential Suppliers shall be required 

to provide evidence in support of the responses given to the questions in the 
SQ at any stage of the procurement process. This evidence will be used to 
verify that your organisation meets the Authority’s requirements and 
guidelines. 

 
4.5 Potential Suppliers must achieve a minimum score of 5 “yes” responses in 

relation to the information security questions to be accredited to the DPS.  
 
4.6 At RFQ stage, Potential Suppliers must submit a Low Risk Information 

Security Questionnaire (Low Risk ISQ) as part of their response for each 
RFQ.  Guidance on how to complete the Low Risk ISQ is provided on the 
template. 

 
4.7 The response to each Low Risk ISQ will be marked against compliance to 

security requirements set out in Schedule C2 –  Security. The findings will 
be considered by the Authority and addressed with the Potential Supplier as 
appropriate. DWP will not enter into any Call-Off Contract unless appropriate 
security protections are in place. 

 
5. FREEDOM OF INFORMATION ACT  
 
5.1 DWP is committed to open government and to meeting its legal 

responsibilities under the Freedom of Information Act 2000 and associated 
legislation ("FOIA").  All information submitted to DWP may need to be 
disclosed by DWP in response to a request under FOIA. If you consider that 
any of the information included in your RTP and/or RFQ is commercially 
sensitive, please identify it and explain (in broad terms) what harm may 
result from disclosure if a request is received, and the time period applicable 
to that sensitivity. 

  
5.2 You should be aware that even where you have indicated that information is 

commercially sensitive, DWP may be required to disclose it under the terms 

https://www.ncsc.gov.uk/collection/10-steps
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of FOIA if a request is received. Please note that the receipt of material 
marked ‘confidential’ or equivalent by DWP should not be taken to mean 
that DWP accepts any duty of confidence by virtue of that marking. If a 
request is received, DWP may also be required to disclose details to 
unsuccessful Potential Suppliers. 

 
6.  PROCUREMENT TIMETABLE 

 
6.1 Set out below is the proposed procurement timetable for the initial setting up 

of the DPS.  This is intended as a guide and, whilst DWP does not intend to 
depart significantly from it, there may be occasions where the timetable will 
be subject to minor change.  

 

Activity Date 

DPS opens for accreditation 
applications 

From 20th September 2021 

Potential Supplier Post-Launch 
information sessions  

28th September – 12th November 
2021 

DPS goes live to DWP for RFQs 1st November 2021 

First Annual Review Autumn 2022 

 
7. REQUEST TO PARTICIPATE SUBMISSION PROCESS  

 
Background  

 
7.1  The Invitation to Participate pack is available on the Jaggaer portal. If you 

are not a Jaggaer registered supplier, you must register with Jaggaer to 
bid: https://dwp.bravosolution.co.uk/web/login.shtml 

 

  Freephone helpdesk (0800 069 8630), available Monday-Friday 
8am to 6pm (UK time in English language only); or email; 
help@bravosolution.co.uk  
 

7.2 This document gives instructions on the requirements for completion of the 
Qualification Envelope (on Jaggaer) and the subsequent actions required 
on Basware to complete the Accreditation process. Please note that the 
completion of the entire process is supported by on-screen instructions on 
both portals and Basware user guides (available on the Jaggaer portal).  

 
 Qualification Envelope - The Jaggaer portal supports assessment of the 

contents of the Qualification Envelope.  
 

Basware Portal - The Basware portal supports the uploading of Potential 
Supplier information including the services offered which forms the basis of 
the filters for the operation of the DPS. 
 

 

https://dwp.bravosolution.co.uk/web/login.shtml
mailto:help@bravosolution.co.uk


V1.0 11  
 

8. OVERVIEW OF THE ACCREDITATION PROCESS 
 
8.1 DWP will undertake an appraisal of your organisation, through the 

information provided in the SQ to satisfy itself that you are fundamentally 
eligible to be accredited to the DPS.  In this regard, the SQ contains 
questions relating to mandatory and discretionary grounds for exclusion of 
potential suppliers on the grounds of eligibility.    

 
8.2 All compliant submissions which pass this initial appraisal stage will then be 

eligible for accreditation to the DPS. 
 
8.3 At any point within the life of the DPS Contract, if the Authority considers 

that the circumstances presented in the successful supplier’s SQ have 
changed so that they would now not pass Accreditation, the Authority can 
seek that the successful supplier go through the accreditation process 
again. 

Qualification Envelope 
 

8.4  Successful completion of this envelope is required in order for a Potential 
Supplier to be accredited to the DPS. Potential Suppliers must access the 
Jaggaer portal and follow the on screen instructions. You will be presented 
with the SQ for completion. Potential Suppliers must complete the required 
boxes where advised and upload the required information where prompted. 
The questionnaire is in the main designed so that Potential Suppliers have 
to provide a ‘Yes’ or ‘No’ response. Please note that information is provided 
about the grounds for mandatory exclusion and the grounds for 
discretionary exclusion within the links in Jaggaer. 

 

Qualification Process 

Qualification 
Envelope 
Response 
Accreditation 
Check 

Accreditation check to ensure all relevant 
information requested has been submitted in the 
format required.  

 

Responses not meeting requirements will give the 
Authority grounds for exclusion for non-compliance. 

1.1 Part 1 – 
Notes for 
Completion 

Potential Suppliers are provided with notes to 
support SQ completion   

1.2 Part 1 – 
Potential 
Supplier 
Information 

Potential Suppliers must answer all applicable 
questions in this section.  

1.3 Part 1 – 
Bidding model 

Potential Suppliers must answer all applicable 
questions in this section. Further details on 
subcontractors will be required as part of each RFQ. 
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1.4 Part 1 – 
Contact 
details  

Potential Suppliers should ensure that all questions in 
this section are answered and contact details must be 
kept up to date. 

1.5 Part 2 – 
Grounds for 
mandatory 
exclusion 

Potential Suppliers must complete the mandatory 
questions in this section. Further details on the 
grounds for mandatory exclusion can be found here: 
https://www.gov.uk/government/uploads/system 

/uploads/attachment_data/file/551130/ 

List_of_Mandatory_and_Discretionary_Exclusions.pdf 

If a Potential Supplier answers “yes” to any of the 
questions under 1.5 and fails to satisfactorily complete 
question SQ-2.1(b) then they will immediately be 
excluded from the DPS. 

1.6 Part 2 – 
Grounds for 
discretionary 
exclusion 

Potential Suppliers must complete the mandatory 
questions in this section. Further details on the 
grounds for discretionary exclusion can be found here: 
https://www.gov.uk/government/uploads/system 

/uploads/attachment_data/file/551130/ 

List_of_Mandatory_and_Discretionary_Exclusions.pdf 

If a Potential Supplier answers “yes” to any of the 
questions under 1.6 and fails to satisfactorily provide 
evidence as requested at SQ-3.2 then they may be 
excluded from the DPS. Potential Suppliers must 
demonstrate to the satisfaction of the Authority that any 
remedial action taken has effectively, self-cleaned the 
situation. 

 If a Potential Supplier answers “yes” to being aware of 
any conflict of interest, they must complete the 
attached Conflicts of Interest template. 

1.7 Part 3 – 
Selection 
Questions – 
Economic 
and Financial 
Standing 

Potential Suppliers must complete both questions in 
this section. They are not required to upload this 
evidence as part of their response, but must be able to 
provide the documents indicated upon request. These 
documents will also be required to be submitted at 
RFQ stage. 

1.8 Part 3 – 
Selection 
Questions - 
Group 

If a Potential Supplier has indicated they are part of a 
wider group in Part 1 – Bidding Model, they must 
complete this section. 

1.9 Part 3 – 
Selection 
Questions – 
Modern 
Slavery Act 
2015 

Potential Suppliers must complete question SQ - 7.1 
and appropriate subsequent questions as applicable. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
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1.10 
Additional 
Questions - 
Insurance 

Potential Suppliers must complete this section and 
self-certify that they meet the requirements in order to 
be admitted to the DPS. 

This is a yes/no question.  Please note that if a 
Potential Supplier is not a Sole Trader but answers 
“no” to this question they will not be admitted to the 
DPS. 

1.11 
Additional 
Questions - 
Security 

Potential Suppliers must complete all questions within 
this section. Details of the 10 Steps to Cyber Security 
guidance as published by the National Cyber Security 
Centre can be found at 
(www.ncsc.gov.uk/collection/10-steps ). Potential 
Suppliers must achieve a minimum score of 5 “yes” 
responses, in order to be admitted to the DPS. 

1.12 
Additional 
Questions – 
Social Value 

Potential Suppliers must complete this section and 
commit to delivering Social Value as part of call-off 
contracts in order to be admitted to the DPS. Social 
Value may be evaluated at RFQ stage and this will be 
indicated on each RFQ form if applicable. Details on 
Social Value and the Cabinet Office Social Value 
Model including information on the 5 themes can be 
found here: 

www.gov.uk/government/publications/procurement-
policy-note-0620-taking-account-of-social-value-in-
the-award-of-central-government-contracts  

1.13 Data 
Compliance 
Officer 

Potential Suppliers must complete the full details of 
their organisation’s Data Compliance Officer. 

1.14 
Appendices 

If a Potential Supplier needs to submit any additional 
information to complete their response to any of the 
SQ questions they must upload this in this section 
clearly indicating the applicable question number. 

1.15 
Declaration 

Potential Suppliers must download and complete the 
Annex 1 –  Supplier Details and submit in PDF format. 
The details on this form will be used to set up a 
payment mechanism. 

Potential Suppliers should check that all required 
questions have been answered; all pre-populated 
answers have been checked and all required 
attachments have been uploaded before answering 
the Declaration question. 

Please note if Potential Suppliers answer “no” to the 
Declaration they will be excluded from the DPS. 

  

http://www.ncsc.gov.uk/collection/10-steps
http://www.gov.uk/government/publications/procurement-policy-note-0620-taking-account-of-social-value-in-the-award-of-central-government-contracts
http://www.gov.uk/government/publications/procurement-policy-note-0620-taking-account-of-social-value-in-the-award-of-central-government-contracts
http://www.gov.uk/government/publications/procurement-policy-note-0620-taking-account-of-social-value-in-the-award-of-central-government-contracts
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1.16 Dynamic 
Purchasing 
System 
Contract 

By completing this section, Potential Suppliers agree 
to the DPS Terms. 

Please note if potential suppliers answer “no” to this 
question they will not be admitted to the DPS. 

 
8.5  If the Potential Supplier does not pass the requirements of the Qualification 

Envelope then it will not be admitted to the DPS and will be notified via 
Jaggaer of the reasoning. 

 
8.6  If a Potential Supplier is successful, they will be notified via Jaggaer with an 

Award Letter confirming their accreditation onto the DPS with a unique 
reference number and instructions as to how to complete the second stage 
of the application process on Basware. 

Basware 
 
8.7  Once accredited via Jaggaer, Potential Suppliers will be required to follow 

the instructions outlined in the Award Letter they will receive via Jaggaer. 
They will need to register on Basware (or log-in if they already have an 
account) and search for the ‘FSF Dynamic Purchasing System 2 (FSF 
DPS2) for the Provision of Work Focused Activities’ on Basware. 
 

8.8  Once a Potential Supplier has located the DPS on Basware they will need 
to complete two sections: 
 

1) A Y/N question to confirm they have applied and been Accredited 
via Jaggaer and provide their unique reference number from their 
Award Letter.  
 

2) Potential Suppliers will also need to provide a short summary of 
their organisation. 

 
3) Complete the filters section ticking which of the filters apply as this 

will determine which RFQs they receive. The filters include: 
 

o  Service Categories (linked to employability journey) 
 

o  Delivery Method 
 

o  Customer Group(s) 
 

o  Location 

8.9  Once the Potential Supplier has completed the sections on Basware, the 
Authority will review on Basware to confirm the Potential Supplier is 
accredited (using the reference number to cross-reference) and approve on 
Basware. The Potential Supplier will then be live on Basware and eligible to 
receive RFQs. 
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Potential Suppliers do not need to register on Basware until instructed 
to by the Authority upon successful accreditation to the DPS. 
 

8.10  Potential Suppliers are able to update their filters on Basware at any time 
once accredited.  

 
Withdrawal 

 
8.11  A Potential Supplier may withdraw from this procurement by choosing not 

to submit. It would be helpful to DWP if you could advise us, via the Jaggaer 
messaging system, if you decide not to submit a RTP and, if possible, the 
reasons behind your decision.  

 
Additional Materials, Documents and Attachments 

 
8.12  No additional documentation should be submitted unless specifically 

requested by DWP 
 

Information that forms part of general company literature, or promotional 
brochures, should not be submitted and will not form part of the evaluation 
process.  
 
Subcontractors and Consortia 
 

8.13  It is important that the submission is completed accurately to enable DWP 
to establish a full understanding of the proposed approach to the delivery of 
the requirement. 

 
8.14  The submission must be completed in the name of the economic operator 

(typically a company or similar legal entity) that will ultimately enter into an 
agreement with DWP and therefore, assume liability for performance of the 
contract.   

 
8.15  With the exception of subcontractors advised in the ITP response and/or 

subsequent RFQ response, no organisation other than the Potential 
Supplier will be able to provide services through the agreement, whether 
group company, subsidiary, parent company, holding company, associated 
company, franchisor, fellow franchisee, strategic partner or organisation in 
any other relationship whatsoever. For the avoidance of doubt, the use of 
any kind of group companies associated with the Potential Supplier can be 
only as subcontractors identified in the RTP & Call Off Tender. 

 
8.16  DWP recognises that, on occasions, new subcontractors may be added to 

the supply chain. In these cases, the Potential Supplier must seek approval 
from DWP, via the normal contract management procedures. Acceptance 
of additional subcontractors will be at DWP’s discretion.   

 
8.17  DWP is happy to receive submissions from economic operators, 

collaborating as a consortium, or subcontracting elements of its 
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obligations.  Where one of these approaches is adopted the following 
guidance, set out in this paragraph, must be followed. 

 
Subcontracting proposals  

 
a) If a Potential Supplier needs to rely on the capability and/or 

experience of one or more subcontractors, to demonstrate the 
Potential Supplier’s ability to provide the services in accordance 
with the requirements of the ITP and RFQ, it must inform DWP in 
its RTP and subsequent responses to RFQ as part of the Annex 
A – Subcontracting Arrangements.   

 
b) A Potential Supplier’s RTP and response to RFQ must clearly 

identify, in response to any question, when it is relying on a 
subcontractor, the name of the particular subcontractor and 
explain the subcontractor’s capability and experience as the 
context of the question requires. 

 
c) DWP does not require all subcontractors to be disclosed.  It only 

requires a Potential Supplier to disclose those subcontractors who 
directly contribute to the Potential Supplier's ability to meet its 
obligations under the contract. There is no need to specify those 
subcontractors providing general services to the Potential Supplier 
(such as window cleaners, lawyers, desktop software providers 
etc.) that indirectly enable the Potential Supplier to perform the 
contract.  For example, if DWP requires a Potential Supplier to 
hold a particular licence – then the Potential Supplier may indicate 
that ‘XYZ Co’ holds the licence and indicate that services covered 
by the scope of this licence will only be performed by its 
subcontractor ‘XYZ Co’.   

 
Consortium proposals 

 
a) If a group of economic operators wish to act jointly to provide the 

Service they may do so: 
 

i) with all parties signing the resultant contract and 
assuming joint and several responsibilities for 
performance of the contract;   

 
ii) using a separate entity or SPV which will ultimately 

enter into the DPS Contract with DWP.  Please note 
that if the SPV does not yet exist, or has a limited 
trading history, it is likely that the consortium 
members will need to nominate a guarantor for the 
SPV’s performance of the contract.   

 
b) The consortium should nominate one of its members to lead the 

RTP and RFQ process.  If the SPV exists, then the SPV should 
lead and complete the submission in its name and ‘voice’. If the 
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SPV does not yet exist or the consortium plans to collaborate on 
a joint and several basis, then it should nominate a lead 
consortium member. The lead member will then be treated as the 
Potential Supplier by DWP for the purposes of this DPS Contract 
and to communicate with the consortium. 

 
c) Where the Potential Supplier relies on the capability and/or 

experience of one or more consortium members in its Submission, 
to demonstrate the consortium’s ability to provide the available 
services, in accordance with the requirements of the ITP and/or 
subsequent response to RFQ, it must inform DWP in its 
Submission. 

 
d) A Potential Supplier’s submission must clearly identify, in 

response to any question, when it is relying on another consortium 
member, the name of the particular consortium member and 
explain the consortium member’s capability and experience as the 
context of the question requires.    

 
Changes to the Contracting Arrangements 

 
8.18  DWP recognises that arrangements in relation to consortia and 

subcontracting may be subject to occasional change.  Potential Suppliers 
should therefore respond in the light of such arrangements as are currently 
envisaged.  Potential Suppliers are reminded that any future change in 
relation to the consortium membership and subcontracting arrangements 
must be notified to DWP, in writing via the Jaggaer messaging facility, at the 
earliest opportunity.  DWP will make a further assessment of the submission 
by applying the selection criteria and/or award criteria to the new information 
provided. 

 
9 CONTRACT DOCUMENTATION 

 
Contract Documentation 

 
9.1 In relation to the DPS Contract, DWP will provide a copy of the DPS Contract 

on the Jaggaer system.  
 

9.2 In relation to Call-Off Contracts, the Authority will be responsible for 
producing a completed Order Form Template and issuing it to the successful 
supplier including the Parent Company Guarantee where applicable. The 
Order Form should be completed by the successful supplier and returned to 
the DWP with an electronic signature, within 48 hours of issue. The 
successful supplier will then need to print two hardcopies of the Order Form 
and two copies of the Parent Company Guarantee where applicable, sign 
them with wet signatures and return them, by post, to the Authority promptly 
and in any event within at least 10 days of issue.  The Authority will wet sign 
both copies, retain one copy and return the other to the successful supplier.   
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10  EXPENDITURE WITH SMALL AND MEDIUM-SIZED ENTERPRISES  
 

10.1 The Authority is committed to supporting the Government’s SME initiative. 
The successful supplier will be encouraged to work with the Authority to 
support the wider SME initiative. 

 
10.2 The Authority is required to provide regular reports on the level of 

procurement spend with SMEs to the Cabinet Office. To measure and 
accurately report on this, the Supplier and, where applicable, its sub-
contractors shall identify the volume of indirect expenditure the Authority 
undertakes with SMEs and shall provide this information on a quarterly basis 
to the Authority. 

 
Use of SMEs in the Supplier’s Supply Chain 

 
10.3 In support of the Government’s commitment on SMEs, the Authority is 

putting in place processes to promote greater engagement with SMEs. The 
Authority encourages its suppliers to make their sub-contracting 
opportunities accessible to smaller companies and implement SME-friendly 
policies in their supply-chains.  

 
10.4 The Supplier is encouraged to: 

 

 open opportunities for SMEs in supply chains by splitting requirements 
into smaller elements to make them more attractive to the SME market 
whilst bringing innovation, flexibility and value for money; 

 

 advertise any sub-contracting opportunities where appropriate and 
economical to do so, for example by using Contracts Finder or 
informing local networks/partners; 

 

 where possible pay SMEs earlier than the contractual requirement of 
30 days from receipt of valid invoice; and 

 

 work with SMEs throughout the life of the DPS Contract to develop 
innovative and cost effective solutions delivered through the supply 
chain. 

 
10.5 Regular contract review meetings should be used to enable both parties to 

explore continued and increased use of SMEs where appropriate 
throughout the life of the DPS Contract.  Additional information may be 
requested by the Authority on the volume of business undertaken 
throughout the supply chain with SMEs. 

 
11. OPERATION OF THE DPS AND CALL OFF PROCEDURES  
 

 The below provides additional detail for Suppliers on the operation of the 
DPS including the RFQ and evaluation approach. Please refer to the DPS 
Contract for more information.  
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11.1  Operation of the DPS 
 
The DPS will operate an RFQ process. Where a requirement is identified, 
the Authority will use the filters on Basware to determine the list of eligible 
accredited suppliers. These Potential Suppliers will then receive the RFQ. 
 
To determine the list of eligible suppliers, DWP buyers will apply the 
following filters on Basware: 
 

- Service Category 
- Customer Group(s) 
- Delivery Method (optional) 
- Location 

 
DWP will then issue the RFQ to the identified eligible suppliers via the 
Basware system. If a Potential Supplier is invited to respond to an RFQ they 
will receive a notification via Basware and an e-mail containing a link to 
access the RFQ. 
 

11.2  RFQ Form 
 
Each requirement will be detailed in an RFQ form which will be issued in 
Basware. The RFQ consists of two parts – Part A which will be completed 
by DWP and Part B which is to be completed by the Potential Supplier. 
 
Part A of the form will include: 
 

- Contract Title and Reference 
- DWP Buyer Name and Contact Details 
- Date of Issue 
- Required Delivery Location 
- Service Category 
- Customer Groups 
- Delivery Type 
- Payment Model 
- Indicative Start and End dates of provision. 
- Performance requirement (where job outcomes apply) 
- Anticipated number of starts on provision 
- Maximum budget (excluding VAT) 
- Summary of the Service Requirement  

 
Part B of the form is for the Potential Supplier response: 
 
Potential Suppliers must complete ALL sections of the form. Failure to do 
so may lead to your response being deemed non-compliant. 

Part B of the form requires Potential Supplier’s to complete: 

- Trading Name of Supplier  
- DUNS number 
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- Name of Contact & Position 
- Email Address 
- Telephone number 
- Details of delivery location(s), i.e. District(s) and proposed address 

of premises (if applicable) 
- Proposed Start and End Dates for the Provision 
- Unit price per participant (excl. VAT) 
- Total price (unit price per participant x anticipated participant 

numbers) (excl. VAT) 

The Potential Supplier is then required to provide details of how they plan to 
meet the requirements outlined in Section A of the RFQ using the free text 
boxes below each question.   

The RFQ form will contain the questions below and the supplier must 
provide a response to each question:  
 

Questions on RFQ 

1. Please provide a detailed description of the design, content and delivery 
method(s) of the provision including how this meets the requirements 
listed in Section A of this RFQ.  (1250 words) 

2. Please provide details and evidence of how your provision will ensure 
that the participant will move closer to work/move into work and/or 
remain in work (as appropriate). (1000 words) 

3. Please provide details of your performance offer including outcomes 
and outputs and your supporting rationale. (750 words) 

4. Please provide details of how you will monitor and manage 
performance of the provision to ensure outcomes and/or outputs are 
achieved. (750 words)  

Further narrative to support each question is provided in the RFQ form. 
Potential Suppliers should pay attention to the word limit for each criterion, 
as only information provided up to the word limit will be evaluated and these 
word limits vary according to each criterion.  

The word limits cover the whole response to the question, including any 
tables, figures, headings and diagrams etc. Only text provided within the 
relevant answer field will be evaluated, and Potential Suppliers should not 
signpost the reader back to answers given to other questions or embed any 
documents within their RFQ response. 

Social Value (£100,000 and over only)  
 
For any call off contracts with a proposed budget of £100,000 and over, the 
RFQ template will contain an additional question on Social Value that the 
Potential Supplier must complete.  
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Social Value is the additional value in the delivery of a product or service 
contract where a wider community or public benefit can be created - 
extending beyond the value of the contract itself. 
 
From January 2021 it is a mandatory requirement that in scope 
procurements give 10% of the overall weighting to Social Value. The Social 
Value model mandated by the Cabinet Office outlines 5 themes - DWP have 
chosen the Wellbeing theme as this most closely aligns with the FSF DPS 
2 intent. 
 
Details on the Social Value Model and the Wellbeing Theme Policy Outcome 
can be found on Page 27 of the Cabinet Office guidance here: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploa
ds/attachment_data/file/940826/Social-Value-Model-Edn-1.1-3-Dec-20.pdf  
 
The Award Criteria is: Influence staff, suppliers, customers and communities 
through the delivery of the contract to support health and wellbeing, 
including physical and mental health. 

 
The Social Value question that will be included on the RFQ is 

 

Further narrative to support the question is provided in the RFQ form. 
Potential Suppliers should pay attention to the word limit, as only information 
provided up to the word limit will be evaluated. 

Section C of the form is for the Supplier to complete: 
 
This section relates to Supplier Assurance. Potential Suppliers must 
complete this Conflict of Interest declaration by deleting as applicable.  
 
Where a Potential Supplier does have a Conflict of Interest to declare, 
details must be provided in section provided. 
 
Potential Suppliers must ensure they have completed all fields of the RFQ 
and ensure they fully read and agree to the Supplier Declaration before 
signing. 
 
Where a Supplier Declaration is not completed, the response will be 
determined non-compliant and excluded from the competition. 
 
When submitting their response, the Potential Supplier must complete and 
attach the following along with the completed RFQ form. Where an annex is 
referenced a template will have been provided with the RFQ form. 
 

 
 

QSV1. Describe the commitment your organisation will make to ensure 
that opportunities under the contract deliver the Policy Outcome and 
Award Criteria outlined in the Instructions to Suppliers. (1250 words) 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/940826/Social-Value-Model-Edn-1.1-3-Dec-20.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/940826/Social-Value-Model-Edn-1.1-3-Dec-20.pdf
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 Annex A – Subcontracting Arrangements 
 

o Potential Suppliers should complete this form with details of 
any subcontracting arrangements in relation to this 
requirement. Where subcontracting does not apply please 
enter ‘n/a’. 
 

 Annex F - FVRA Template 
 

o Potential Suppliers must complete all required fields. Where 
information is not available to complete any section, this 
must be indicated on the FVRA template and the relevant 
questions on the Legal Entity Template. 
 

 Annex G - Legal Entity Template 
 

o Potential Suppliers must complete all required fields on the 
Legal Entity template.  
 

 Annex J - Low Risk Information Security Questionnaire (ISQ) 
  

o Potential Suppliers must complete all questions on the Low 
Risk ISQ. Completion Guidance is provided on the Low Risk 
ISQ Template. 
 

 Annex Q – Commercially Sensitive Information 
 

o Potential Suppliers must complete this form. Where this is 
not applicable, suppliers must enter ‘n/a’ and return the form. 

 

 Evidence of financial standing (Most recent 2 years’ accounts or 
alternative) 
 

o Potential Suppliers must provide a copy of their audited 
accounts for the most recent two years. If this is not 
possible, they must provide one of the following alternatives 
to demonstrate their economic/financial standing. 
 
- A statement of the turnover, profit & loss account, current 

liabilities and assets, and cash flow for the most recent 
year of trading for this organisation 
 

- A statement of the cash flow forecast for the current year 
and a bank letter outlining the current cash and credit 
position 
 

- Alternative means of demonstrating financial status if any 
of the above are not available (e.g. Forecast of turnover 
for the current year and a statement of funding provided 
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by the owners and/or the bank, charity accruals accounts 
or an alternative means of demonstrating financial status). 
 

Guidance on how the RFQ template is evaluated is detailed in 11.4 below. 
 

11.3  Submitting the RFQ form on Basware 
 

1) When an RFQ opportunity has been published the eligible Potential 
Supplier will receive an e-mail notification from the Basware 
system. 

 

 
 

2) The Potential Supplier can then either follow the link in the e-mail 
or sign in to Basware and select ‘Quotes’ which will take the 
Potential Supplier to the RFQ Directory page to view an RFQ that’s 
pending a response. 

 

 
 

Potential Suppliers can see the expiration date and time that applies to 
the RFQ – please note this deadline cannot be extended once set so 



V1.0 24  
 

Potential Suppliers must ensure their response is submitted within the 
deadline.  

 
3) Once the RFQ is selected the Potential Supplier will be taken to the 

‘View RFQ’ page whereby the Potential Supplier can determine 
how to respond. 

 

 
 

4) By selecting ‘Contact’ the Potential Supplier will be able to send in 
any questions regarding the RFQ to DWP. 

 
5) In selecting the ‘Close’ button Potential Supplier will remove 

themselves from the RFQ. Potential Suppliers should ensure 
they are certain they wish to withdraw from the opportunity 
before selecting ‘close’ – they will lose access to the 
opportunity and this action cannot be reversed.  

 
6) If a Potential Supplier is interested in the RFQ they must select 

“quote” 
 
The RFQ will remain ‘open’ until the expiration date shown so during this time a 
Potential Supplier response can be amended if required. 
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7) When the Potential Supplier selects ‘quote’ they will be taken to the 
Quote Header page. Potential Suppliers must copy the “RFQ Title” 
into the Quote ID field. 

 
8) Potential Suppliers must then select the “Delivery cost” drop down 

and select “Included” 
 

9) Potential Suppliers must then upload their completed RFQ form and 
required annexes by selecting the green “+” and following the on 
screen instructions to upload each attachment. Note: Zip Files are 
not permitted and no more than 10 attachments can be uploaded. 
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10) Potential Suppliers must then open the quote lines section by 
clicking the “+” in this section.  

 

 
 

11) Potential Suppliers must then complete the following fields: 

a) Item Name – Please use the Quote ID & Contract Title 
given on the RFQ form. 

b) Description can be changed to “Please refer to the 
attached RFQ form”  

c) Quantity – This should be the total price of your quote 
excluding VAT. 

d) Order Unit – must be changed to EACH 

e) Unit Price – must be changed to 1 

The total price field will then be automatically generated. 
 

12) Potential Suppliers must then select “Add” in order to save this 
information. 
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Please note it is extremely important that Potential Suppliers enter the 
pricing information as advised above. 
 

13) Once a supplier has added their Quote Line the supplier must 
then select the “Send” button at the top of the screen to submit 
their response to the RFQ. 

 

 
 

14) A green banner at the top of the screen will indicate the quote has 
been sent.  

 

 
 

15) Potential Suppliers are able to return to the RFQ opportunity once 
responded by select the “Quotes” button on the banner. The status 
will show as sent.  
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DWP are unable to view or download RFQ responses until after the expiry 
date and time, therefore Potential Suppliers are able to withdraw, amend or 
review their response at any time ahead of the quote deadline. 

 
11. 4  Evaluation 

 
The evaluation overall weightings are dependent on the value of the 
requirement and are indicated below. 

 
 
 

 
 
 
 
 
The evaluation process is outlined below and consists of a compliance 
check, qualitative and financial evaluation and an evaluation of Social Value 
if applicable. The total scores will be combined to give a supplier overall 
score. 

 
 
 
 
 
 
 
 
 
 
 
 

100k or Over
Quality –70%

Price –20%

Social Value –10% 

Under 100k

Quality –80% 

Price –20%
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11.5  Compliance Check 
 

Once the RFQ opportunity has closed, DWP will download all responses 
from Basware and will conduct the below pre-evaluation compliance 
checks: 

 
1) Are all attachments submitted that are expected? 

 
2) Has each question and every field been populated? 

 
3) Has the Potential Supplier indicated a price within budget? If above 

budget, the Potential Supplier will be excluded from the competition. 
 

4) Has the Supplier Declaration Section been completed? 

  
5) Check word count (if a question response over word-count the words 

over word count should be disregarded – embedded documents should 

also be disregarded for evaluation) 

 
Only Potential Supplier responses that meet the above requirements will be 
taken forward to evaluation. This is recorded in a DWP evaluation template. 
 

11.6  Qualitative Evaluation  
 

The questions and the weightings applicable for the qualitative evaluation 
are shown below.  

 

Questions on RFQ  Weighting 
(multiplication 
factor) 

1. Please provide a detailed description of the design, 
content and delivery method(s) of the provision 
including how this meets the requirements listed in 
Section A of this RFQ.  (1250 words) 

X 3 

2. Please provide details and evidence of how your 
provision will ensure that the participant will move 
closer to work/move into work and/or remain in 
work (as appropriate). (1000 words) 

X 1 

3. Please provide details of your performance offer 
including outcomes and outputs and your 
supporting rationale. (750 words) 

X 1 

4. Please provide details of how you will monitor and 
manage performance of the provision to ensure 

X1 
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DWP will assess each question in turn providing a score between 0 and 8 
for each question, using the criteria in the table below.  

 

Score Criteria 

8 Thorough and detailed evidence provided which fully satisfies the 
requirements. 

6 Evidence provided satisfies most of the requirements with minor gaps in 
coverage or detail 

4 Evidence provided satisfies some requirements but has moderate gaps in 
coverage or details 

2 Evidence provided does not satisfy significant parts of the requirement 

0 Evidence provided fails to satisfy the stated requirement 

 
The scoring for each question is recorded and the weightings applied to 
each question and this will determine the total quality score. The score will 
be weighted in line with the overall weightings to give the final weighted 
quality score for each Potential Supplier. 

 
Potential Suppliers who score a 0 in one or more questions will not progress 
in the competition.  

 
11.7  Social Value (If applicable £100,000 and over only)  

 

Where applicable, the £100k and over RFQ template which includes the 
social value question will be used.  
 

As a guide to Potential Suppliers, DWP is looking for the following in the 
response to the Social Value question: 
 
Activities that demonstrate and describe the tenderer’s existing or planned:  
Measures to raise awareness or increase the influence of staff, suppliers, 
customers, communities and/or any other appropriate stakeholders to 
promote health and wellbeing, including physical and mental health, through 
its performance of the contract, e.g. through engagement; co-
design/creation; training and education; partnering/collaborating; and 
volunteering. 

  

outcomes and/or outputs are achieved. (750 
words)  
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Where Social Value applies, DWP will evaluate the Social Value question 
using the scoring mechanism outlined below.  

 

Score Criteria 

8 Excellent: (exceeds all of the Model Award Criteria). 
 The response exceeds what is expected for the criteria. Leaves no doubt as to the 
capability and commitment to deliver what is required. The response therefore 
shows: - Very good understanding of the requirements. - Excellent proposals 
demonstrated through relevant evidence. - Considerable insight into the relevant 
issues. - The response is also likely to propose additional value in several respects 
above that expected. - The response addresses the social value policy outcome and 
also shows in-depth market experience. 

6 Very good: (exceeds some of the Award Criteria) The response meets the required 
standard in all material respects. There are no significant areas of concern, although 
there may be limited minor issues that need further exploration or attention later in 
the procurement process. The response therefore shows: - Good understanding of 
the requirements. - Sufficient competence demonstrated through relevant evidence. 
- Some insight demonstrated into the relevant issues. - The response addresses the 
social value policy outcome and also shows good market experience.  

4 Good: (meets all of the Award Criteria) The response broadly meets what is 
expected for the criteria. There are no significant areas of concern, although there 
may be limited minor issues that need further exploration or attention later in the 
procurement process. The response therefore shows: - Good understanding of the 
requirements. - Sufficient competence demonstrated through relevant evidence. 
Some insight demonstrated into the relevant issues. - The response addresses most 
of the social value policy outcome and also shows general market experience 

2 Poor: (meets some of the Award Criteria) 
 The response meets elements of the requirement but gives concern in a number of 
significant areas. There are reservations because of one or all of the following: - 
There is at least one significant issue needing considerable attention. - Proposals do 
not demonstrate competence or understanding. - The response is light on detail and 
unconvincing. - The response makes no reference to the applicable sector but 
shows some general market experience. - The response makes limited reference 
(naming only) to the social value policy outcome set out within the invitation.  

0 Fail: the response completely fails to meet the required standard or does not provide 
a proposal. 

 
Potential Suppliers who score a 0 in this question will not progress in the 
competition. 

 
11.8  Financial Evaluation 

 
The unit cost from each Potential Suppliers response to the RFQ will be 
relatively assessed and calculated as follows: 

o The Potential Supplier with the lowest overall bid will gain the full 
Financial Criteria Score (20) 

o Subsequent Potential Suppliers overall bids will gain a percentage of 
the Financial Criteria Score based on a pro-rata basis from the lowest 
bid using the following formula: 

(Lowest Overall Bid / Potential Supplier Overall Bid) x Weighting 
Multiplier  
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An example of this is shown in the table below.  

Potential 
Supplier 

Overall Bid Calculation Financial 
Criteria 
Score 
(out of 

20) 

A £39,000 Lowest Bid 20 

B £40,000 39,000/40,000 x 20 19.5 

C £41,000 39,000/41,000 x 20 19.02 

D £41,500 39,000/41,500 x 20 18.80 

 
11.9  Overall Score 

 
Once the qualitative, price and social value (if applicable) scores have 
been evaluated and weighted, these are added together to produce an 
overall score for each supplier.  The highest scoring supplier will be 
identified as the preferred bidder. 

 
11.10  Tie break approach 

 
If two or more Potential Suppliers are tied with the same overall score the 
following tie break process will apply: 

 
Step 1: The Potential Supplier with the lowest unit cost out of the bidders 
with the tied highest overall score will be determined the winning bidder. 

Step 2: If the unit costs of the two or more Potential Suppliers are the same, 
then the winning bidder will be the bidder with the highest score on 
question 1 

Step 3: If the bidders are still tied – the winning bidder will be the bidder 
with the highest score on question 2 

Step 4: If the bidders are still tied – the winning bidder will be the bidder 
with the highest score on question 3. 

Step 5: If the bidders are still tied – the winning bidder will be the bidder 
with the highest score on question 4. 

Step 6: If the bidders are still tied – the winning bidder will be the bidder 
with the highest score on Social Value (if applicable) 

Step 7: If the bidders are still tied Commercial Directorate will review and 
apply a panel approach to determine the winning bidder.  

  



V1.0 33  
 

 

11.11  FVRA  
 

It is at this point that the Financial Viability Risk Assessment ("FVRA") will 
be applied to the successful Supplier. If, following any clarifications, the 
successful supplier does not successfully meet the requirements of the 
FVRA checks, DWP may move to the next highest scoring successful 
supplier or choose to withdraw the procurement. 

 
See Annex 1 to 1d for further details on DWP’s approach to financial risk 
assessment. 

 
11.12  Supplier Feedback 

 
Potential Suppliers who have submitted a response to an RFQ will be 
notified if they have been unsuccessful. 
 
The Authority are unable to provide feedback on each response as a 
standard, however where Potential Supplier’s wish to receive feedback on 
their response they can request this by contacting the Authority via the email 
address on the RFQ or any alternative contact given to the Potential Supplier 
when they receive the unsuccessful notification via Basware. The Potential 
Supplier must request feedback within 10 working days of the date of issue 
of their unsuccessful RFQ response e-mail. The Authority has no obligation 
to provide feedback to requests made after this period has passed. 
 
The Authority will endeavour to respond to a Potential Supplier’s request for 
feedback within 10 Working Days. Where a Potential Supplier has not 
received feedback in this timeframe after raising a request, they should 
contact Commercial Directorate at the following e-mail address 
cdfsf.adhocprocurement@dwp.gov.uk who will endeavour to resolve. 
 
Feedback will be provided in the form of a letter: 

 
- Where a Potential Supplier did not pass the compliance checks and 

therefore did not progress to the Evaluation Stage the letter will indicate 
this and the reasons for the non-compliance. 

- Where a Potential Supplier passed the compliance checks and did 
progress to the Evaluation Stage the letter will indicate the supplier’s 
scores, the scores of the successful supplier and relevant feedback 
comments as appropriate. 

 
Once the letter has been issued to the Potential Supplier no further 
correspondence will be entered into regarding the feedback. 

 

mailto:cdfsf.adhocprocurement@dwp.gov.uk
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Annex 1: Financial Viability Risk Assessment 
 

1. The aim of the FVRA is to assess the Potential Supplier’s financial stability 
and is to ensure the Potential Supplier has sufficient resources to 
successfully deliver a call off contract, with a minimal risk of failure. 

 
2. The assessment will consist of an evaluation of the data the Potential 

Supplier submits on Annex F: FVRA Template, attached to the RFQ.  
Potential Suppliers are required to submit details of their most recent key 
financial data (e.g.: Turnover, Assets, and Liabilities etc.) and accounts.  

 
3. The Authority reserves the right to request additional information or seek 

clarification from a Potential Supplier if required to ensure the FVRA 
process can be properly conducted.  

 

4. The aim of the evaluation is to ensure Potential Suppliers, who are eligible 
for an award of a call off contract, have sufficient resources to successfully 
deliver the contract with a minimal risk of failure.  The assessment will 
consist of an evaluation of the accounts and other financial and 
organisational data that the Potential Supplier makes available to DWP.   

 
5. SPVs will be assessed using the same approach as other companies, 

except each member of the SPV will have their contribution to the key 
metrics apportioned based on their equity holding in the organisation (or 
proposed equity holding if the SPV has not yet been formed). 

 
6. In order to comply with the accounting standard, IAS 24 Related Party 

Disclosures, Potential Suppliers are required to ensure that their financial 
statements contain the disclosures necessary to draw attention to the 
possibility that its financial position, and profit or loss, may have been 
affected by the existence of related parties and by transactions and 
outstanding balances with such parties. 

 
7. Where the Potential Supplier has a Parent Company, then the Parent 

Company accounts should also be supplied when requested by DWP. If 
your organisation has a Parent Company, and should you be deemed 
successful in being awarded a call off contract, then DWP may require a 
signed Parent Company Guarantee, the form of which will be as required 
and notified by the DWP and it will be in place prior to any call off contracts 
being signed. 

 
8. The guarantee will not be negotiable; however, there may be exceptional 

circumstances where the wording needs to be amended or a deed of 
guarantee supplied. These may include SPVs, frameworks, consortia and 
organisations that have parent companies based abroad. 

 
9. In order for a like for like evaluation on organisations based abroad, the 

Authority will require that all financial accounts are converted and supplied 
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in GB sterling, stating the exchange rate used and the justification for this 
exchange rate. 

 
10. The analysis of the accounts will consider the size of the business, its age 

and which sector of industry it is trading in, as well as focusing on 
appropriate ratio analysis and organisational growth. The financial 
appraisals will be conducted by suitably qualified and experienced staff to 
ensure an accurate, consistent and professional approach. 

 
11. Potential Supplier responses will be assessed on the following three areas: 

 
 Organisational Stability;  

 Growth Management; and 

 Financial Stability; 

12. If the assessment of any of the above areas produces a RAG rating of red 
the result will be potential elimination from the call off process.  An 
organisation that has a negative balance sheet (technically insolvent) will 
be given a RAG rating of red. Further investigation and clarification will be 
required by the Authority to fully understand the issues causing the red 
rating. 

 
13. As part of such investigation and clarification the Authority may require the 

Potential Supplier to provide supplementary information relating to the 
matters specified.  If, following such clarification, the Authority is satisfied 
that there are clear and robust mitigating circumstances, which provide 
satisfactory assurance that there is minimal risk of contract failure as 
demonstrated by the clarification and/or supplementary information 
provided, the Authority reserves the right not to eliminate the Potential 
Supplier from the call off process, and to amend the RAG rating from red 
to amber. 

 
14. If you identify that your organisation will be rated red, but believe there to 

be mitigating circumstances, then you should submit an explanation and 
supporting evidence of the mitigating circumstances with your annual 
accounts. 

 
15. If any Potential Suppliers score a mixture of amber and green in the criteria 

listed in Annex 1a, the greater number of amber/green takes priority. If a 
Potential Supplier has an equal number of amber/green the bidder will be 
deemed amber. An amber rating does not exclude an organisation from 
being successful in the competition. 
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16. For an organisation which achieves an amber rating it may be necessary 
before contracting with that organisation for a Potential Supplier to supply 
additional evidence that they can manage the level of growth, from an 
organisational, financial and delivery perspective. Annex 1a provides the 
RAG criteria and related action across all areas of the assessment. 

Organisational Stability 
 

17. This section focuses on the overall stability of the organisation based on 
set criteria.  Using the data supplied in the financial statements, an 
assessment will be completed to determine the stability of the organisation. 

 
18. If the assessment raises major concerns about the organisation (please 

see the qualification table at Annex 1b for more information) this will result 
in the organisation being given a red rating which will result in the potential 
elimination from the process. 

 
19. Organisations who do not fall into the above rating category will receive a 

green rating. 

Growth Management 
 

20. This section provides an initial assessment of an organisation’s ability to 
manage the contract.   Please see Annex 1c for details that will be used in 
the assessment at this stage. 

 
21. Turnover growth analysis will focus on the contract limit, and an 

organisation’s ability to manage a single contract. 
 

22. This analysis will be used to identify how the organisation is likely to 
achieve the following: 
 

 Financial Strength - can the organisation cope financially with the 
size of contract or asset requirement; and 

 Capacity - does the organisation have the resource to carry out the 
work? 

23. The Authority will assess the organisation’s ability to carry out and 
complete the call off contract, and will calculate an organisational threshold 
initially based on 75% of their turnover. Organisational / group / SPV 
structures will also be taken into account, where appropriate, as part of this 
financial threshold calculation. It is anticipated that this financial threshold 
must be equal to or higher than the supplier’s total of live FSF DPS 2 
contract values plus the proposed contract value to progress.  
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24. Failure to meet the threshold will not mean automatic elimination from the 
competition, but further assurances will be sort by the Authority regarding 
the organisation’s ability to grow and cope with the requirements of the call 
off contract.  Failure to provide these assurances will result in elimination 
from the competition. 

 
25. If the organisation is successful in the call off exercise, a Growth Capacity 

model may be used to explore financial and non-financial elements to 
further measure growth potential. This will be dependent on contract size.  
The non-financial elements will include, but not be limited to: 
 

 Strategic Management; 

 Supply Chain Management; 

 Infrastructure; 

 People and Skills; and 

 Policies and Procedures. 

Financial Stability 
 

26. This section involves completing a ratio analysis of the financial information 
contained in the bidding organisation’s financial statements and will inform 
the outcome of this part of the assessment. 

 
27. Two ratios will be analysed: The Acid Test ratio (1) and the Debt ratio (2).  

Please see Annex 1d for details of the scoring and weighting criteria that 
will be attributed to this assessment. 

 
28. Suppliers will be required to explain how they will fund the working capital 

requirements for the call off contract. DWP requires tangible evidence that 
the organisation has access to sufficient working capital before contract 
execution.  

 
29. When analysing a Potential Supplier’s liabilities, the Authority will 

exclude any amounts in relation to Provisions for Pensions Liabilities. 

Outcome 
 

30. The overall outcome of the analysis is to assess whether the successful 
supplier is considered financially viable to undertake and conduct the Call-
Off Contract. 
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Annex 1a 

Qualifying Criteria 

 
The following table defines the RAG assessment and related action.   
 

Criteria Outcome 

RED – Potential Elimination  Potential Supplier exits the exercise 
subject to further clarification 

AMBER – Tentative Progression  Analysis continues and a dialogue 
commences between DWP and the 
organisation. The Potential Supplier 
may be eliminated depending on the 
outcome. 

GREEN – Progression Potential Supplier is successful.  

 
 

Annex 1b 

Elimination and Progression Criteria 

 
The following table shows the elimination/progression criteria for the 
assessment: 
 

Measure Criteria Action RAG 
Rating 

 

 

 

ORG 

STABILITY 

Negative Balance Sheet 
(technically insolvent) 

Elimination from the 
process subject to 
further clarification 

Red 

The organisation is actually 
Insolvent, or is in the process 
of being declared insolvent. 

Elimination from the 
process 

Red 

The organisation has been 
wound up or is in the process 
of being wound up. 

Elimination from the 
process 

Red 

The organisation is in 
administration or is in the 
process of being put into 
administration. 

Elimination from the 
process 

Red 
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Measure Criteria Action RAG 
Rating 

 
GROWTH 

MANAGEMENT 

Growth Management  -  
Under minimum contract 
value 

Elimination from the 
process subject to 
further clarification 

Red 

Growth Management  -  Over 
minimum contract value 

Progression Green 

 

FINANCIAL 

STABILITY 

Ratio Analysis  

AMBER = 2 to 6 points 

 

 

GREEN = 7 to 10 points 

 

 

Tentative Progression 
or Progression 
depending upon 
outcome of analysis. 

Progression 

 

Amber 

 

 

Green 
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Annex 1c 

Turnover Growth Methodology 

The table below shows the scoring and weighting mechanism for Turnover 
Growth (section 8 refers). 
 

Criteria Score 

Turnover Growth 

 

Greater than 75% = Red 

 

Less than 75%>  =  Green 
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Annex 1d 

Financial Stability and Growth Management Scoring Methodology 

 
The financial tests performed during the evaluation process are as follows 
(section 9 refers): 
 

Criteria Score 

Acid Test Ratio 

(Current Assets – Stock) 
/ Current Liabilities 

>1.1 = 5 

>0.8 <1.1 = 3 

<0.8 = 1 

Debt Ratio 

(Total Liabilities / Total 
Assets) 

<0.5 = 5 

>0.5 <1.0 = 3 

>1.0 = 1 

 

i) All bidders will be given an Amber or Green risk rating based on this 
assessment.  Green and Amber risk rated bidders will be deemed as 
having passed the analysis for this competition. 

ii) For those bidders achieving an Amber rating Finance may seek further 
clarification and reassurance that any potential risks can be fully mitigated. 

iii) Bidders scoring between 2 and 6 marks in total are given an Amber rating; 
bidders scoring above 6 marks in total are given a Green rating. 

iv) When analysing a bidding organisation’s liabilities, Finance will exclude 
any amounts in relation to provisions for Pensions Liabilities. 

 
 
 


