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T:[REDACTED] 
E: [REDACTED]@gov.scot  

15 May 2023 
Dear Sir/Madam  
 
INVITATION TO TENDER – ANALYSIS TO SUPPORT AN OPTIONS APPRAISAL 

FOR THE AGRICULTURAL REFORM PROGRAMME 
 

You are hereby invited by the Scottish Ministers to tender for the above requirement. 
This Invitation to Tender is comprised of the following documents: 
 

This ITT Covering Letter 
Schedule 1 Instructions to Tenderers 
  Annex A Privacy Notice 
Schedule 2 Specification 
Schedule 3 Evaluation Guide and Instructions 
Schedule 4 Quality Questions 
Schedule 5 Pricing Schedule 
Schedule 6 Purchase Order and Invoicing Requirements 
Schedule 7 Form of Tender 
Schedule 8 SG Terms and Conditions – model services contract 

February 2021 
 
Please ensure you review all of the documents listed above and be advised that:  
 
Your tender must be in accordance with all parts contained in the Invitation to Tender 
(ITT). Instructions for the completion and submission of tenders are contained in the 
Instructions to Tenderers document. 
 
The closing date and time for submission of tenders is 19 June 2023. Your tender 
must be submitted via the Public Contracts Scotland system. It is the responsibility of 
all Tenderers to ensure that their tender is received not later than this date.  The 
PCS system will not accept tenders submitted after this time.  Tenders submitted 
after this time may not be considered. 
 
The Scottish Ministers are not bound to accept the lowest priced or any tender and 
shall not be bound to accept the Supplier as a sole supplier. 
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Please contact the undersigned if you have any questions in relation to this Invitation 
to Tender. 
 
 
 
 
Yours faithfully 
[Redacted] 
 

 
[Redacted] 
Procurement Officer/DPO 
 
 
 

Please Note: The Single Procurement Document (SPD) forms part of this tender exercise. 

It is accessible via the electronic postbox and this will allow you to complete the SPD 

response electronically. Functionality will also allow you to recall answers from your 

supplier profile to reduce duplication of effort. Selection requirements in the SPD must 

be met for submissions in this ITT document to be assessed. 

 

SUBMISSIONS NOT MEETING ALL MANDATORY SELECTION 

REQUIREMENTS IN THE SPD AND CONTRACT NOTICE MAY NOT BE 

EVALUATED. 
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SCHEDULE 1 - INSTRUCTIONS FOR TENDERERS 
 
1. It is the responsibility of the tenderer to meet all costs in preparing for the 

Procurement process, and obtain for themselves at their own expense any 
additional information necessary for the preparation of their tender. 

 
2. All information supplied by the Scottish Ministers in connection with the Invitation 

to Tender (ITT) shall be treated as confidential by tenderers except that such 
information may be disclosed for the purpose of obtaining sureties and quotations 
necessary for the preparation and submission of the tender. 

 
3. This requirement will follow a regulated procedure in line with the Procurement 

Reform (Scotland) Act 2014 and Procurement (Scotland) Regulations 2016. 
 
4. Tenders must be submitted in accordance with these Notices and Instructions and 

accompanying ITT documents. Any tender that does not accord with all the 
requirements herein and in the covering letter may not be considered.  

 
5. Each tender will be subjected to a Quality and Pricing evaluation. The aim of the 

evaluation is to select a tender which represents the Best Price Quality Ratio. The 
Award Criteria which will be applied to determine this is as follows: 
 

• Quality 80% 

• Pricing 20% 
 
6. Full details of the Award Criteria, any Sub-Weightings and Tender Evaluation 

methods are contained in Schedule 3 - Evaluation Guide and Instructions. 
 

7. Any contract awarded as a result of this tendering exercise will be subject to the 
Scottish Government Terms and Conditions as specified in this Tender.  
 

8. The issue of an ITT is not a commitment by the Scottish Ministers to place a 
contract as a result of the Tendering exercise or at a later stage. 
 

9. Subject to the terms of the Regulations, the Scottish Ministers expressly reserve 
the right to change, without notice, the basis of, or the procedures for, this 
procurement process or to terminate the process at any time.  
 

10. All information requested should be provided on the Tender Schedules enclosed 
(additional sheets may be used if required, but all information should be 
provided in the order and format of the Schedules).Tenderers should also note 
that their Pricing Schedule must be submitted as a separate document. 

 
11. Tenderers may submit a tender using their own text creation facilities. However, 

the content and layout must be identical to the Scottish Government version of the 
relevant sections of the tender. 

 
12. Tenderers must submit their completed tenders via the Public Contracts Scotland 

(PCS) Portal for this opportunity.  Please note that large electronic files take time 
to download and tenderers should ensure that sufficient time is allowed for this to 
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be done.  The speed with which submissions are made are dependent on the size 
of the document and inclusion of graphics, logos, photographs etc. should be 
omitted wherever possible. 

 
13. Tenderers are asked to provide a single point of contact in their organisation for 

their response to the ITT in PCS. The Scottish Ministers shall not be responsible 
for contacting Tenderers through any route other than the nominated PCS contact. 
Tenderers must therefore keep their contact details on the PCS system up to date 
or they will be unable to receive communications from the Scottish Ministers. 
Tenderers must also undertake to notify any changes to their single point of contact 
promptly. 

 
14. Correspondence connected with this ITT that requires attention before the closing 

date must be submitted using the PCS messaging function. 
 
15. Nothing in this ITT shall preclude Scottish Ministers from making public, under the 

Freedom of Information (Scotland) Act 2002(“FOISA”) and/or the Environmental 
Information (Scotland) Regulations 2004 (“EIRS”) or otherwise, details of all 
matters relating to this ITT and responses thereto unless such details fall within an 
exemption under FOISA and/or EIRS as may be applicable at the discretion of 
Scottish Ministers and Scottish Ministers (at its sole discretion) consider that such 
exemption shall apply, and (in respect of commercially sensitive information only) 
a Tenderer has advised Scottish Ministers in writing that disclosure of specified 
information would or would be likely to substantially prejudice the commercial 
interests of any person (including but not limited to the Tenderer or Scottish 
Ministers). 

 
16. Tenderers should also note that the receipt of any material or document marked 

“confidential” or equivalent by Scottish Ministers should not be taken to mean that 
Scottish Ministers accepts any duty of confidence by virtue of that marking. 

 
17. The Tenderer should be aware that should any of its responses be found to be 

deliberately misleading or falsified, the bidding organisation may be disqualified 
from the tender process. 
 

18. Scottish Ministers reserve the right to withdraw the requirement at any stage prior 
to the award of the contract and the right to amend the ITT documents at any time 
prior to the deadline for receipt of tenders. Any such amendment will be numbered 
and dated. Where amendments are significant, the Scottish Ministers may, at their 
discretion, extend the deadline for receipt of tenders. 
 

19. Scottish Ministers reserve the right to reject or exclude from the procurement 
process a Tender, where the Tenderer has submit a response which is not in 
compliance with the requirements of the ITT; the ITT response is submitted late, is 
completed incorrectly or is incomplete; the Tenderer  fails to respond in satisfactory 
terms to a request by Scottish Ministers for supplementary or to provide clarity in 
relation to the Tenderer's response to the ITT; or the Tenderer or any of its sub-
contractors or consortium members is/are guilty of serious misrepresentation or 
appear to have engaged in collusion with any person in relation to its response to 
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the ITT and/or the procurement process.; or where there is a change in identity, 
control, financial standing or other factor affecting the tenderer. 
 

20. Scottish Ministers will exclude any evidence provided as responses to the technical 
evaluation questions that are hyperlinks to YouTube videos, or any other streaming 
websites, as they do not enable a record to be maintained given that the contents 
of a link can be changed or removed.  

 
21. Subject to the terms of the Regulations, the Scottish Ministers expressly reserve 

the right to require a Tenderer to provide additional written information 
supplementing or clarifying any of the information provided by that Tenderer in 
response to requests for information or questions contained in the ITT.   

 
22. The date for tender return is 19 June 2023. Scottish Ministers will not enter into 

detailed discussions with Tenderers in relation to its requirements.   
 

23. All questions regarding the content of this ITT should be directed through the 
dedicated PCS messaging area by 1 June 2023.  No other form of communication 
will be accepted. 
 

24. All technical queries regarding Public Contracts Scotland should be directed to 
PCS on telephone number 0800 222 9003. 
 

25. Direct or indirect canvassing of any elected official, public sector employee or agent 
by any Tenderer concerning this requirement, or any attempt to procure information 
from any elected official, public sector employee or agent concerning this ITT may 
result in the disqualification of the Tenderer from consideration for this requirement. 
 

26. The successful tenderer will be selected on the basis of the best price quality ratio, 
throughout the tender process as a whole, against defined evaluation criteria. The 
response to the Technical Questions will form the basis of the quality evaluation 
and the Pricing Schedule will form the basis of the commercial evaluation. 

 
27. The ITT is issued on the basis that nothing contained in it will constitute an 

inducement or incentive nor will have in any other way persuaded a tenderer to 
submit a Tender or enter into any contractual agreement. 
 

28. Tenders shall remain valid and open for acceptance for 3 months after the tender 
return date. In exceptional circumstances, Scottish Ministers may request that the 
tenderer extend the validity period for a specified additional period. 

 
29. Any tender that does not accord with all the requirements herein and in the covering 

letter may not be considered. 
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30. PROCUREMENT TIMETABLE 
 
The projected timetable for this exercise is as follows:- 

 

Invitation to Tender document advertised 24 May 2023 

Deadline for questions via PCS 1 June 2023 

Responses to questions via PCS 5 June 2023 

Tender documents to be returned  19 June 2023 

Award of contract  31 July 2023 

 
* Please note the above dates are estimated only and may be subject to change.  
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Annex A 
 
The Environment and Forestry Directorate and The Rural and Environmental 
Science and Analytical Services Division (RESAS) – Invitation to Tender (ITT) 
Privacy Notice 
 
The Environment and Forestry Directorate and The Rural and Environmental 
Science and Analytical Services Division (RESAS) is part of the Scottish 
Government and is responsible for providing professional procurement services 
and collaborative procurement arrangements to the Scottish Government and 
Scottish Public Bodies.  
 
In order to carry out its functions, Environment and Forestry Directorate is 
required to process personal information.  The types of data we hold and the 
reasons we are required to process it are set out below.  The Scottish Government is 
the data controller of the information and is committed to protecting your privacy at 
all times when using your personal data. 
 
This notice relates to the personal information we process about you as part of tender 
exercises conducted by Environment and Forestry Directorate It explains what 
personal information we process about you when you submit a response in relation to 
a tender exercise, why we process it, and what we do with it.  It also explains your 
rights under data protection laws.  
 

The Public Contracts Scotland Portal is provided by external suppliers.  Details of the 
Privacy Policy for the Public Contracts Scotland Portal can be found on their website 
- Public Contracts Scotland  
 

1. Your data 
 
We collect information from you (including name, email address, business address, 
home address, date of birth, telephone number, financial information, experience, 
qualifications) for the following purpose: 
 
• We need to process your personal information in order to allow Scottish 

Procurement to assess suitability of bidders, evaluate tenders, provide feedback 
to bidders, award contracts to the successful supplier and to ensure contract 
requirements are delivered.    

• To respond to your queries or requests when you contact us.  We will route your 
messages to the relevant team. 

• To contact you about tender and procurement related matters. 
 

2.  Legal basis of processing 
 

The legal basis for processing your data is for the performance of a task carried out 
in the public interest. 
 
3.  Recipients 
 
We will share your information with: 

https://www.publiccontractsscotland.gov.uk/sitehelp/help_privacy.aspx
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• Individuals involved in the procurement exercise or in the evaluation.  This may 
include Scottish Government staff, individuals from other public sector bodies 
participating in the evaluation of bids, consultants or expert advisers involved in 
the tender exercise.  

• Procurement  team members to allow them to respond to your queries or to send 
you updates on procurement related matters. 

• As your personal data will be stored on our IT infrastructure it may be shared 
with our data processors who provide electronic tendering systems, advertising 
portals, email, document management, surveys and storage services. Details of 
the Privacy Policies for the Public Contracts Scotland Portal can be found on 
their website. 

 
4. Retention 
 
We will only keep your information while there is an ongoing business need or 
Regulatory requirement to retain the information.   For successful tenderers the 
information will be retained until 6 years after expiry of the contract.  For unsuccessful 
tenderers the information will be retained for one year after the date of last action.   
 

5. Your rights 
 
You have the right: 
 

• to request information about how your personal data is processed and to 
request a copy of that personal data. 

• to request that any inaccuracies in your personal data are rectified without 
delay. 

• to request that your personal data is erased if there is no longer a justification 
for it to be processed. 
 

Further information on your rights can be found on the Scottish Government website 
at the attached link :  Your right to access personal information 
 
6.  Contact  
 
6.1  You can contact the Environment and Forestry Directorate and The Rural and 
Environmental Science and Analytical Services Division (RESAS) at the following 
address:  
 
Q Spur  
Saughton House  
Broomhouse Drive  
Edinburgh  
EH11 3XD 
 
6.2  Details of the Scottish Government Data Protection Officer and the 
procedures for complaints can be found at the following link - Contact Data 
Protection Officer 

https://beta.gov.scot/about/contact-information/personal-data/
https://beta.gov.scot/about/contact-information/personal-data/
https://beta.gov.scot/about/contact-information/personal-data/
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SCHEDULE 2 - SPECIFICATION  
 
Section 1 – Introduction 
 
1. The Rural and Environmental Science, and Analytical Services (RESAS) Division 

within Scottish Government wishes to procure economic analysis and modelling to 
support an appraisal of options to develop the new rural support scheme for 
Scotland following the UK’s exit from the European Union (EU). 

 
Section 2 – Background & Context 
 
2. Scotland, along with the rest of the UK, withdrew from the EU in January 2021 

following the agreement of the EU-UK Trade and Cooperation Agreement. This 
post-Brexit era means that the EU Common Agricultural Policy (CAP) will cease 
to apply and that Scotland, along with the rest of the UK, is now designing a new 
support scheme in replacement.  

 
3. Scotland set out its ambitions for future policy in its Vision for Agriculture1 in 

March 2022 and published a route map2 in February 2023 setting out the 
timescales for information and interaction with the industry. The Vision for 
Agriculture and route map set out four key outcomes that future policy will aim to 
deliver. These are: 

 
- High quality food and sustainable productions chains 
- Reduced greenhouse gas emissions from the agriculture sector 
- A substantial regeneration in biodiversity, ecosystem and soil health 
- Just transition – creating thriving rural and island communities 

 
4. The Scottish Government has committed to reaching net zero emissions by 2045, 

including a reduction, from 1990 levels, of 75% by 2030. In 2020, emissions from 
agriculture were 7.4 MtCO2e, or 18.4% of Scottish emissions3. The sectoral 
envelope for agriculture as set out in the Climate Change Plan update4 requires a 
reduction, from current levels, that are equivalent to around a 30% reduction from 
2020 levels.  

 
5. The Scottish Government has also set out its ambitions for halting biodiversity 

loss by 2030 and restoring and regenerating biodiversity across our land, 
freshwater and seas by 2045 in its draft Biodiversity Strategy 2022-2045 5. These 
will need to be met along with wider Scottish Government commitments to 
environmental improvements and economic considerations around supporting the 
rural economy.  

 
6. A four-tiered policy support package has been developed to deliver these 

outcomes:  
 

 
1 Sustainable and regenerative farming - next steps: statement - gov.scot (www.gov.scot) 
2 Agricultural Reform Route Map (ruralpayments.org) 
3 Scottish Greenhouse Gas Statistics 2020 - gov.scot (www.gov.scot) 
4 Securing a green recovery on a path to net zero: climate change plan 2018–2032 - update - gov.scot (www.gov.scot) 
5 Supporting documents - Biodiversity strategy to 2045: tackling the nature emergency - gov.scot (www.gov.scot) 

https://www.gov.scot/publications/next-step-delivering-vision-scotland-leader-sustainable-regenerative-farming/
https://www.ruralpayments.org/topics/agricultural-reform-programme/arp-route-map/
https://www.gov.scot/publications/scottish-greenhouse-gas-statistics-2020/
https://www.gov.scot/publications/securing-green-recovery-path-net-zero-update-climate-change-plan-20182032/
https://www.gov.scot/publications/scottish-biodiversity-strategy-2045-tackling-nature-emergency-scotland/documents/
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7. Policy development is being taken forward under the Agricultural Reform 

Programme and is being supported by the Agricultural Reform Implementation 
Oversight Board6 (ARIOB) and an expanded Academic Advisory panel drawing 
on the best available science, knowledge and expertise.   

 
8. It is essential that as work on future rural support continues to develop that it is 

underpinned by robust and credible evidence across a complex range of economic, 
social and environmental areas. 

 
Section 3 – Scope /Statement of Requirement 
 
9. The supplier will be asked to provide economic analysis and modelling to support 

Scottish Government analysts with economic appraisal to inform the development 
of future policies to support rural and agricultural land. Specifically, the supplier 
will need to carry out modelling and produce background papers that help 
Scottish Government appraise a short-list of potential policy options against the 
four key objectives from the Agricultural Reform Programme’s Route Map.  

 
10. The supplier will need to demonstrate the ability to assess evidence of the social, 

economic and environmental impacts that can relate to these proposals and 
should be able to do so in a manner consistent with HM Treasury Green Book 
guidance and the Five Business Case Model Approach. The supplier should also 
be able to demonstrate that they have the required modelling capabilities to 
provide analysis of the impacts of different levels of conditionality and funding on 
the Scottish agriculture sector against the four objectives outlined above. We 
would expect the capability to be able to provide both ‘static’ estimates but also 
‘dynamic’ estimates incorporating assumptions around the types of behavioural 
and business responses to the options assessed. Suppliers are asked in their 
bids to specifically outline the models that they have available to use for this 
purpose, along with an overview of some recent pieces of work carried out using 
those models. 

 

 
6 Agriculture Reform Implementation Oversight Board - gov.scot (www.gov.scot) 

https://www.gov.scot/groups/agriculture-reform-implementation-oversight-board/
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11. The supplier should be able to demonstrate strong expertise and significant 
relevant experience in agricultural and environmental economics and have a 
strong track record of working with Governments in the past specifically on 
appraisal of options.  

 
Section 4 - Contract Period 
 
12. The contract will run for 12 months from July 2023 until June 2024.  With an 

option to extend the contract for up to 6 months.  
 
13. The budget for this project is between £90,000 to £100,000. 
 
Section 5 – Data Protection 
 
14. The contractor (data processor) will undertake this work on behalf of the Scottish 

Government (data controller).    
 
15. It is the responsibility of the contractor to ensure that the research does not 

contravene the provisions of the Data Protection Act 2018 (DPA) or UK GDPR.    
 

16. SG will not usually request or have access to the raw data collected in the survey. 
At publication stage, summary tables will be published and, at project close, an 
anonymised dataset will be transferred to Scottish Government for secure storage. 
The contractor will be expected to destroy all personal data associated with the 
contract either immediately following the end of the contract, or after a period to be 
agreed on appointment and recorded in the data protection schedule.  The 
contractor must provide the Scottish Government with confirmation of this deletion. 
The contractor must ensure that reverse identification of participants is not possible 
in any anonymised datasets produced.  

  

17. The tenderer should explain what data protection and GDPR considerations they 
foresee.  We would expect data sharing agreements, privacy notices, and routes 
for the safe sharing of data to be considered.  We also request that the tenderer 
outlines how data will be stored and deleted. 

 
18. Please refer to the relevant terms and conditions section of this tender for further 

detail. 
 
Section 6 – Outputs and Key Deliverables  
 
19. The outputs will comprise: 

 
1) A report, with 4 page executive summary, in plain English, that covers: 

 
a. An appraisal of each option against the four key objectives, 

accompanied with sensitivity testing, discussion of the findings, 
including confident knowledge, uncertainties and gaps 
 

b. appendices to include methodology, references and any detailed 
technical material  
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2) An interim report setting out the approach to appraising the options and key 

assumptions made. 
 

3) A spreadsheet with data sources, assumptions and calculations 
 
Section 7 – Performance Measures and Reporting 
 
20. The steering group will consist of RESAS analysts, the Agricultural Reform 

Programme SRO and leads from each project. The steering group will meet with 
the successful bidder for project kick-off and provide feedback on any draft text.  

 
21. Steering group meetings will be required at least monthly. 
 
22. Outputs will need to be signed off by the steering group, subject to satisfactory 

technical work and discussion of the results.  
 
23. Day-to-day communication will be between the contractor and RESAS project 

lead and is likely to involve short catch-up phone calls either weekly or as agreed 
at the inception meeting.  

 
24. The Contract Manager may retain, and shall not be bound or liable to pay to the 

Supplier, a sum not exceeding 20% of the amount of each instalment which would 
otherwise be payable in full by it to the supplier in the final year of the Project until 
the Project has been completed to its entire satisfaction. 

 
Section 8 – Milestones and Timetable 
 
25. To be agreed at the inception meeting. 
 
Section 11 – Key Risks and Responsibilities 
 
26. The key risks and responsibilities are:  

Milestone Completed by (date, 
2020) 

Project inception meeting, to confirm 

• Available datasets and methodologies 

• Structure of report 

• Timetable 

July 2023 
 
 

Report on progress – with project lead Weekly 

Agreement on key assumptions August 2023 

Submission of 1st round of modelling December 2023 

Steering group comments returned to researchers + 2 weeks 

Submission of 2nd round of modelling March 2023 

Steering group comments returned to researchers + 2 weeks 

Submission of final round of modelling & draft 
report 

May 2023 

Steering group comments returned to researchers + 2 weeks 

Submission of final report June 2024 
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• The contractor will be responsible for using robust evidence, analysis of data 
and preparation of the final report to a standard agreed with Scottish 
Government.  

 

• The contractor will be responsible for any internet connectivity and or 
alternative working arrangements.  

 

• The contractor must keep in weekly contact with the contract manager to 
ensure that any unforeseen delays and/or obstacles to the project’s 
completion are identified as soon as possible.  

 
Section 12 – Contract Manager contact details. 
 
27. The contract manager is [Redacted] and can be contacted by email [Redacted] 

and by phone on 0300 244 [Redacted] 
 
Section 13 – End of Contract and Exit Arrangements 
 
28. The exit arrangements are:  
 

• Asking the contractor to hand over associated spreadsheets and modelling 
outputs  

 
• Nearing the end of the contract, a purchase order will be generated, and on 
agreement of the final report(s) the contractor can raise an invoice. There will be 
no further requirements of either the contractor or project manager on completion 
of this contract.  
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SCHEDULE 3 - EVALUATION GUIDE AND INSTRUCTIONS  
 
1. INTRODUCTION 

 
1.1. The evaluation criteria will consider Quality as well as Price.  Each tender will 

be subjected to the evaluation process outlined below. The aim of the 
evaluation is to select the tender which represents the Most Economically 
Advantageous Tender (MEAT).   
 

1.2. The winning tender will be the one that achieves the highest Combined Score 
(providing their tender is technically compliant).  The Combined Score will be 
determined based on the following Quality/Price Ratio: 
 

• Quality 80% 

• Price 20%  
 

2. EVALUATION PROCESS 
 
Evaluation of tenders will follow this process: 
 

2.1. SPD (Selection Stage) 
 

2.2. The purpose of the Selection Stage is to allow the Scottish Ministers to assess 
tenderers’ suitability, capacity and capability to provide the Services required 
under the proposed Contract. Tenderers must submit responses to each 
question contained in the SPD.  In assessing responses to the SPD, a 
‘Pass/Fail’ score will be awarded to each question. 
 

2.3. Only tenders that achieve a ‘Pass’ for all questions in the SPD will proceed to 
the Quality and Price Analysis. 
 

2.4. Quality Analysis 
 

2.5. Tender responses to the Technical Award criteria questions, as outlined in 
Schedule 4, will be used to perform the Quality Analysis. 
 

2.6. The marks awarded will be based on the evidence contained in the tender 
submissions, including any relevant attachments where they have been 
requested in the ITT. 
 

2.7. Each member of the Tender Evaluation Panel will evaluate each tender 
submission in isolation of the other evaluators. 

 
2.8. Each evaluator will award a mark for each question between 0 and 4, in 

accordance with the methodology detailed in the table below: 
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QUALITY SCORING GUIDANCE 

Technical responses will be evaluated using the following methodology: 

Score Definition Description 

0 Unacceptable 
Nil or inadequate response.  Fails to demonstrate an 
ability to meet the requirement. 

1 Poor 

Response is partially relevant but generally poor.  The 
response addresses some elements of the requirement 
but contains insufficient/limited detail or explanation to 
demonstrate how the requirement will be fulfilled. 

2 Acceptable 

Response is relevant and acceptable. The response 
addresses a broad understanding of the requirement 
but may lack details on how the requirement will be 
fulfilled in certain areas.  

3 Good 

Response is relevant and good. The response is 
sufficiently detailed to demonstrate a good 
understanding and provides details on how the 
requirements will be fulfilled. 

4 Excellent 

Response is completely relevant and excellent overall. 
The response is comprehensive, unambiguous and 
demonstrates a thorough understanding of the 
requirement and provides details of how the 
requirement will be met in full. 

Evaluators can award a score of 0, 1, 2, 3 or 4. 

Once both scores (Quality and Price) have been calculated, they will be added 
together to give the Combined Score for each compliant tender. 
 

2.9. Once each evaluator has independently evaluated each of the tender 
submissions, a Moderation Meeting may be held with all members of the 
Tender Evaluation Panel to discuss tender scores and ensure consistency of 
approach with regard to the Quality Analysis. 
 

2.10. The moderated average of all of the Tender Evaluation Panel marks for each 
question will be multiplied by the relevant question weighting, to give the 
question weighted score. 
 

2.11. Quality Scores will be awarded using the following methodology: 
 

Individual Question Score (expressed as a percentage) x Question 
Weighting x the Section Weighting = Question Weighted Score. 
 

2.12. Sum of all Question Weighted Scores within a section = Total Section 
Weighted Score. 
 

2.13. Sum of all Section Weighted Scores = Overall Quality Score for each 
Tenderer. 
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2.14. Price Analysis 
 

2.15. To allow a comparison of bids, a Tender Sum Total will be calculated as set 
out in the Pricing Schedule (Schedule 5), which Tenderers are to complete. 
 

2.16. The lowest total tender price, determined as the Tender Sum Total following 
the methodology in the Pricing Schedule, will be awarded 100% of the marks 
available for Price.  The Price Score for the remaining Tenderers will be 
determined by allocating a mark for each Tenderers' Tender Sum Total 
relative to the lowest total tender price using the formula:  
 

(Lowest Tender Sum Total / Tenderer's Tender Sum Total) X 100. 
 

2.17. Combined Score 
 

2.18. The Combined Score will be calculated by adding the Overall Quality Score 
and the Overall Price Score together.  
 

2.19. Scores will be rounded to 2 decimal places. 
 

2.20. The Tenderer who achieves the highest Combined Score will be deemed to 
be the successful bidder, provided their tender has been deemed to be fully 
compliant in all other respects. 
 

2.21. In the event of a tie the Scottish Ministers reserves the right to appoint the 
Tenderer who obtains the highest technical score. 
 

3. TENDER CLARIFICATIONS 
 

3.1. Written clarifications may be required to affirm the information provided in the 
tender.  On completion of any clarification exercise, tender responses may be 
rescored to take account of the clarification. 
 

4.  AWARD CRITERIA 
 

4.1.  The Quality Award Criteria questions are provided in Schedule 4. 
 

4.2. Tender responses are to be submitted via PCS.  
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SCHEDULE 4 – QUALITY QUESTIONS  

Section 1: Quality Questions 
 
 

QUALITY AWARD CRITERIA 
Section 
Weighting 

Question 
Weighting 

SECTION 1. METHODOLOGY 38%  

Q1. 

The tenderer must clearly explain their proposed 
approach to delivering the services and outline the 
suitability, robustness and limitations of the 
proposed methods. This should include your ability 
to work flexibly and meet the timescales outlined in 
the specification. 

 100% 

SECTION 2. STAFFING AND CAPABILITY 37%  

Q1. 

The tenderer must provide details of all roles and 
responsibilities proposed for the delivery of the 
project and provide named individuals against these 
roles where relevant. This should include a CV 
detailing the experience, qualifications, competency 
and specialist skills these individuals possess to 
carry out the specified role. 

 60% 

Q2. 

The tenderer must provide two examples of recent 
relevant previous commissions, in order to 
demonstrate your capability to deliver this 
requirement. Please indicate if these were led by 
proposed team members and highlight their 
relevance to the commission requirements. 

 40% 

SECTION 3. TIMETABLE AND DELIVERY 10%  

Q1. 

The tenderer must provide a timetable for delivery of 
each of the key tasks. The timetable should highlight 
outputs and project milestones as well as allocation 
of staff and staff time against each task. 

 100% 

SECTION 4. FAIR WORK PRACTICES  5%  

Q1 

The Scottish Public Sector is committed to the delivery 
of high quality public services, and recognises that this 
is critically dependent on a workforce which is well-
rewarded, well-motivated, well-led, has access to 
appropriate opportunities for training and 
development, is diverse and inclusive, and can 
influence decision making. These factors are also 

 100% 
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important for workforce recruitment and retention, and 
thus continuity of service delivery. 
 
Public bodies in Scotland are committed to 
applying Fair Work First in their own organisation and 
in publicly funded supply chains. 
 
Fair Work First is the Scottish Government’s policy for 
driving good quality and fair work in Scotland. Through 
this approach, the Scottish Government, and its public 
sector partners, are asking bidders to describe how 
they are committed to adopting Fair Work First:  

• appropriate channels for effective voice, such as 
trade union recognition 

• investment in workforce development 
• no inappropriate use of zero hours contracts 
• action to tackle the gender pay gap and create a 

more diverse and inclusive workplace 
• providing fair pay for workers (for 

example, payment of the real Living Wage) 
• offer flexible and family friendly working 

practices for all workers from day one of 
employment 

• oppose the use of fire and rehire practices 
 

In order to ensure the highest standards of service 
quality we expect suppliers to commit to adopting Fair 
Work First in the delivery of this contract as part of a 
fair and equitable employment and reward package as 
a route to progressing towards wider fair work 
practices set out in the Fair Work Framework.” 

 
Question – “Please describe and demonstrate how 
you will commit to adopting Fair Work First for workers 
(including any agency or sub-contractor workers) 
engaged in the delivery of this contract. This should 
include current and planned actions that show how you 
will embed these practices during the lifetime of this 
contract. 
 
Answers should include tangible and measurable 
examples and should also describe how you will report 
on, and demonstrate progress, to the contracting 
authority during the lifetime of the contract. 
Good answers will reassure evaluators that your 
company is committed to adopting Fair Work 
First and to progressing towards wider fair work 
practices set out in the Fair Work Framework for the 
workers engaged in the delivery of this contract and 
those in the supply chain working on this contract.  

https://www.gov.scot/isbn/9781802013900
https://www.gov.scot/isbn/9781802013900
https://www.gov.scot/binaries/content/documents/govscot/publications/advice-and-guidance/2018/07/fair-work-practices-in-procurement-toolkit/documents/information-sheets/6795f34b-5728-4533-a13f-b2bab922617f/6795f34b-5728-4533-a13f-b2bab922617f/govscot%3Adocument/3.%2BFair%2BWork%2B-%2BToolkit%2B-%2BInformation%2BSheet%2B-%2BWhat%2Bis%2Bthe%2Breal%2BLiving%2BWag....pdf
https://www.fairworkconvention.scot/the-fair-work-framework/
https://www.gov.scot/isbn/9781802013900
https://www.gov.scot/isbn/9781802013900
https://www.gov.scot/isbn/9781802013900
https://www.fairworkconvention.scot/the-fair-work-framework/
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Answers need not be constrained to, or be reflective 
of, any examples given alongside this question. 
 

Q2 

Tenderers are asked to confirm that they will pay staff 
that are involved in the delivery of services under the 
contract at least the real Living Wage. 
 
Please note that tenderers who fail to answer 
“Yes” to this question will not have their tender 
considered further or proceed to the Price/Quality 
ratio calculation. 
 

 

 Yes 
 
 

 No 

 

SECTION 5. BUSINESS CONTINUITY AND DISASTER 
RECOVERY (BCDR) 

5%  

 

Please describe any Business Contingency and 
Disaster Recovery (BCDR) Plans you will put in place 
to ensure delivery of Services/Goods during the 
COVID-19 pandemic, these maybe but not limited to: 
 

• Supply Chain 

• Resources (Staff) 

• Deliveries 

• Use of IT  

• IT failure 

• Backups (on/off site servers)  
 
Plans must also cover any mitigation actions you will 
put in place to ensure delivery.  Please see table 
below: 
 

Threat H/M/L 
Risk 

H/M/L 
Impact 

Mitigati
on / 
Actions 
includin
g 
timesca
les 

Respon
sible 
Owner 

 

 100% 

SECTION 6.  CYBER SECURITY QUESTIONS 5%  

 

Tender respondents must demonstrate their 
organisation’s approach to Information Security and 
the controls that are in place to protect the processing 
of information and ensure continuity of the service 
offered, by providing a brief statement for each of the 
following Objectives.  
 
The cyber risk profile for this contract is Moderate  

 100% 
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The respondent must address each of the points, and 
may include any improvement plans the tenderer 
proposes to make prior to commencement of the 
contract.  
 
Where applicable, responses must include the 
controls in place to manage the sharing of data 
between the contractor and their sub-contractors.  
Where responses refer to certificates, policies or 
other documents, copies should be included to 
support the completed assessment sheet. 
 
If the respondent does not currently hold certifications 
they should advise of any plans they have for 
achieving any relevant certifications. 
 
This question will be evaluated as a whole, by the 
Scottish Government Cyber Security Unit and scored 
on the balance between Strengths and Weaknesses 
in the response on balance with the cyber risk profile 
and perceived risks.  
 
Respondents must achieve a moderated average 
score of “2” or more for this question. Respondents 
who fail to achieve a moderated average score of “2” 
or more for this question will not have their tender 
considered further and will not proceed to the 
Price/Quality ratio calculation.  
 
• Please describe the management approach to 
Information Security and Data Protection, including 
responsibilities, and risk assessment. 
 
• Please describe where data shared by <the 
buyer>  will be processed and how it will be secured, 
including any encryption controls. 
 
• Please describe how data will be secured 
during transmission between <the buyer>, the 
Supplier and any sub-contractors, including any 
encryption controls and use of usb memory sticks. 
 
• Please describe the measures in place to 
protect computers, software, middleware and 
infrastructure used to process the data against loss or 
compromise from cyber-attack and crime, including 
the use of firewalls, user accounts and passwords, 
secure storage. 
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• Please describe the measure in place to 
ensure that only authorised individuals have access 
to only that data required for them to perform their 
role, and thus reduce the risk of information being lost 
or stolen. 
 
• Please describe the measures taken to ensure 
that data processed digitally is protected from 
malware, virus and untrusted software. 
 
• Please describe the processes in place to 
ensure that computers, software, middleware and 
infrastructure, upon which the service relies, are 
patched with updates/hotfixes to ensure they are not 
vulnerable to known security issues. 
 
• Please describe what training is given to 
employees, contractors and sub-contractors in regard 
to information security and data protection, including 
lone and home workers. 
 
• Please describe how back-ups of the data will 
be taken and protected.  Also, how data will be 
restored in the event of an incident, to ensure 
business continuity and continuity of the service 
offered.  
Please also indicate if such Disaster Recovery 
procedures are tested, how often, and the date of the 
last test. 
 
• Respondents should provide details of any 
Information Assurance certification they possess, or 
standards they conform to (e.g. ISO 27001, ISO 
22301, ISO/IEC 20000, Cyber Essentials/Cyber 
Essentials Plus or their equivalents). 
 
Tender respondents should refer to the UK 
Governments Cyber Essentials Scheme and consider 
the information included within the scheme when 
providing their response to questions in this section.  
https://www.gov.uk/government/publications/cyber-
essentials-scheme-overview  
 
Tender respondents are also directed to the Scottish 
Governments Cyber resilience strategy which 
includes further information and guidance. Cyber 
Essentials is strongly recommended by the Scottish 
Government as a minimum standard when working 
with the public sector.  
http://www.gov.scot/Resource/0048/00489206.pdf 
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Information only Questions: 
 

Q1 SCOTTISH BUSINESS PLEDGE 
The Scottish Business Pledge is a Scottish Ministers 
initiative which aims for a fairer Scotland through more 
equality, opportunity and innovation in business. 
Information on this can be found at the following link: 
https://scottishbusinesspledge.scot/ 

Tenderers are asked to confirm if they have signed up to the 
Scottish Business Pledge. 
 

 Yes, I have 
signed this.  

 
 No, but I 

commit to 
signing it in 
the future. 

 

Q2 LIVING WAGE 
The Scottish Living Wage Accreditation Initiative and the 
Living Wage Foundation recognise and celebrate the 
responsible leadership shown by Living Wage Employers 
and support employers to incorporate the Scottish Living 
Wage into organisational structures long term. More 
information can be found at the links below: 

http://scottishlivingwage.org/ 
http://www.livingwage.org.uk/ 

Tenderers are asked to confirm if they are accredited as 
a Scottish Living Wage Employer.  
 

 Yes, I am 
accredited 

 
 No, but I 
commit to 
obtaining 
accreditation 
in the future 

 

Q3 CLIMATE EMERGENCY 
 
The Climate Change (Emissions Reduction Targets) 
(Scotland) Act 2019, which amends the Climate Change 
(Scotland) Act 2009, sets targets to reduce Scotland's 
emissions of all greenhouse gases to net-zero by 2045 
at the latest, with interim targets for reductions of at 
least 56% by 2020, 75% by 2030, 90% by 2040. 
 
The Scottish Ministers are committed to a fairer and more 
sustainable Scotland to support citizens now and in future 
generations. Responsible businesses around the world are 
considering their own sustainable credentials and how they 
can counter the climate emergency. Scottish Ministers want 
to do business with responsible suppliers and actively 
encourage all bidders, suppliers and partners in the supply 
chain to the Scottish public sector to collaborate in tackling 
these global issues together. Scottish Ministers welcome 
creative thinking and commitment in how to build and shape 
sustainable solutions and supply chains for Scotland, 
ensuring that a key consideration in how our supply chains 
are shaped includes minimising emissions, underpinning a 
circular economy and supporting our Carbon Management 
Plan. 
 

 

https://scottishbusinesspledge.scot/
http://scottishlivingwage.org/
http://www.livingwage.org.uk/
https://www.gov.scot/publications/making-things-last-circular-economy-strategy-scotland/
https://www.gov.scot/publications/scottish-government-carbon-management-plan-2014/
https://www.gov.scot/publications/scottish-government-carbon-management-plan-2014/
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Please provide details of how the contract will be delivered 
in a way that ensures that it supports the Scottish Minister’s 
sustainability objectives outlined above. This should include 
details of how the tenderer will work with the Purchaser to 
meet external and internal targets for reducing energy 
consumption, and ways in which they will reduce their 
carbon footprint in the delivery of this contract. 
 
Of particular interest for this contract are: the impacts of 
vehicles/transport used by the resources delivering the 
services and disposal of electronic hardware/IT equipment.) 
Responses should also address the approach taken to 
ensure efficiency of logistics operations, the management of 
waste and energy efficiency in delivering the service. 

 

Q4 SECTION 5. COMMUNITY BENEFITS 
The Scottish Ministers is committed to contributing to the 
social, economic & environmental well-being of the people 
of Scotland.  The Scottish Ministers has five objectives that 
underpin its core purpose - to create a more successful 
country, with opportunities for all of Scotland to flourish, 
through increasing sustainable economic growth. Tenderers 
are required to present a community benefit proposal with 
their tender detailing how, in the event that they should be 
successful in winning the contract, they will address the 
following Community Benefit themes: 
• targeted recruitment and training for “disadvantaged” 
persons unemployed for over 6 months; 
• work placement opportunities for 14- 16 year olds; 
• graduate placements. 
If successful the winning tenderer(s) will discuss the content 
of their Community Benefit proposal and agree a plan for the 
delivery of the agreed community benefits which will 
become a condition of the contract. 
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SCHEDULE 5 - PRICING SCHEDULE  
 

1. Cost will be firm for the duration of this contract.  Charges which appear elsewhere 
in the proposal but which are not summarised here, will be presumed to have been 
waived. 

 
2. Payment will be made in arrears on submission of detailed invoices.  The timing 

and frequency of invoices will be agreed between the Scottish Government 
contract manager and the contractor, as stated in the Schedule 2 - Specification.  

 
3. Prices should be quoted in Pounds Sterling (£) and should be exclusive of any VAT 

which may be chargeable.  
 

4. Your tender price must cover liability for all costs including staff costs, attendance 
at meetings, equipment, access to data, travel and subsistence, and overheads. 
Rates and prices shall be deemed inclusive of all additional expenses howsoever 
incurred 

 

 

Table 1 - Price for Staff Costs 
 

Personnel 
Grade/Job 
Role 

Days/Hours 
Input 

Activity 
Hourly 
/Day Rate  
£ 

    £ 

    £ 

    £ 

    £ 

    £ 

Total Price (excl. VAT) £ 

   
Table 2 – Other Activities and Costs Related to the Delivery of Service 
 

 
Activity 
 

Hourly Rate 
Price £ 
(Ex VAT) 

   

   

   

   

Total Price (excl. VAT) £ 

 
 
This could include but not limited to: 
 

• travel expenses directly related to the project (including attendance at 
meetings) 

• equipment and materials 

• any reimbursement of research participants 
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• overheads 

• any other costs 
 
Table 3 - Total Cost 
The commercial evaluation will be based on the total tender cost provided below, i.e. 
the total firm price proposed for the delivery of the contract 
 

Cost  

Total Table 1  

Total Table 2  

Total Tender Cost £ 
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SCHEDULE 6 - PURCHASE ORDER AND INVOICING REQUIREMENTS  
 
Purchase Order options and Invoicing Requirements 
 
This schedule is for information purposes only. The schedule outlines the 
options Scottish Government can offer to transmit orders and receive invoices. 
If you are successful you will asked which your preferred option during the 
implementation period is. 
 
1. Scottish Government (SG) uses PECOS as the Purchase-to-Pay (P2P) system. 

Further information can be accessed through the following link: 
http://www.gov.scot/Topics/Government/Procurement/eCommerce  

 
2. PECOS supports the following options for transmitting approved Purchase Orders 

(POs) to suppliers: 

•  cXML  - PECOS can issue a cXML PO directly to a supplier's back office 
system.  This allows the PO to be automatically captured by the supplier’s 
system, thereby removing the need to manually enter the PO and reducing 
potential errors. There is a one-off charge to configure cXML ordering from 
PECOS. The charge is £1415 + VAT per connection for cXML PO 
transmission. This is a one off cost for the supplier as once the connection is 
bought it can be used indefinitely with all PECOS customers. If an 
established live connection already exists then the one- off charge is not 
applicable. 

• PDF Email – PECOS will send the supplier an emailed PO to a predetermined 
address with a PDF attachment. 

• Secure Email – PO’s by secure emails are used when sending personal 
information ie interim managers names, home addresses etc. There is no cost 
for this set-up. 

 
Invoicing options  
 
3. The Scottish Government can accept invoices through the following options: 

• Paper invoice to Accounts Payable, Victoria Quay, Edinburgh EH6 6QQ 
 
 
 
 
 

 

• Email with a PDF attachment invoice 
  
4. To ensure compliance with the EU eInvoicing Directive– effective from April 2019, 

the Scottish Government is working with suppliers with a high volume of invoices 
annually to use an electronic format such as cXML or PDF for all invoices and 
credit notes. There are no costs to suppliers to issue and invoice or credit note via 
the Scottish Government’s eInvoicing solution. 

 

NOTE TO BIDDERS :  The current preferred method for SG is to 
receive invoices via post; the other options may be available in 
the future.  

http://www.gov.scot/Topics/Government/Procurement/eCommerce
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5. All invoices submitted – regardless of format – must be HMRC compliant and 
include the following data: 

• PO number 

• Product or service item number if used (invoice should reflect any item number 
used on the PO) 

• Line item detail – such as price, unit of measure and description 

• Invoice period 

• Supplier details include relevant tax information 

• Buyers details 

• Delivery details 

• Payment instructions 

• Allowance or charge information 

• Invoice totals 

• VAT breakdown (if applicable) 
 
6. It is critical the invoice issued matches the information within the Purchasing 

System to ensure the data is correctly mapped to the invoice processing 
environment. 
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SCHEDULE 7 - FORM OF TENDER TO THE SCOTTISH GOVERNMENT  
 
(*DELETE AS APPROPRIATE) 

 
*I/We the undersigned do hereby contract and agree on the acceptance of the 
Tender by the Scottish Ministers, to provide the services in the Specification of 
Requirements (Schedule 2) in accordance with the Schedules, at the prices entered 
in the Commercial Proposal (Schedule 5) and in accordance with the Terms and 
Conditions of Contract (Schedule 8) which appear in this set of documents. 
 
*I/We the undersigned undertake to submit a tender in accordance with the following 
documents: 
 

• SCHEDULE 1 Instructions for Tenderers 

• SCHEDULE 2  Specification  

• SCHEDULE 3 Evaluation Guide and Instructions 

• SCHEDULE 4 Quality Questions  

• SCHEDULE 5 Pricing Schedule 

• SCHEDULE 6 PO and Invoicing Requirements 

• SCHEDULE 7 Form of Tender 

• SCHEDULE 8 Scottish Government Terms & Conditions – model       
services contract February 2021    

 
We agree to abide by this tender from 19 June 2023 the date fixed for receiving 
tenders, until the Award of Contract. 
 
We understand that the Scottish Ministers are not bound to accept the lowest or any 
tender and shall not be bound to use the Contractor as a sole supplier. 
 
We understand that the service provision is expected to commence 31 July 2023 
and end not later than 30 June 2024, with option to extend for 6 months unless 
the Contract is terminated in accordance with the Terms and Conditions of Contract 
of this Invitation to Tender (ITT) document. 
 
We understand that the Scottish Ministers are not bound to accept this or any 
Tender for this project, however, any contract that may result from this Tender will be 
subject to Scots Law and the Tenderer hereby irrevocably submits to the jurisdiction 
of the Scottish Courts. 
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We agree that this Tender remains open for consideration for 3 months from the date 
fixed for receiving Tenders.  By submitting a Tender, we acknowledge that our Tender 
is a bona fide Tender, intended to be competitive, and that we have not fixed or 
adjusted the amount of the Tender by or under or in accordance with any agreement or 
arrangement with any other person. 
 

Signature
  

 

   
Name:  (BLOCK CAPITALS) 

   
Designation  

 
Duly authorised to sign Tenders for and on behalf of: 
 

Name of Tenderer
  

 

    
Address 
  

 
 
 

  
Telephone No
   

 INCLUDE AREA CODE 

  
Date  
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SCHEDULE 8 - TERMS AND CONDITIONS 
 
These Conditions may only be varied with the written agreement of the Purchaser. No 
terms or conditions put forward at any time by the Supplier shall form any part of the 
Contract unless specifically agreed in writing by the Purchaser. 

 
 
       


