Guidance on using the eTendering system to respond to the Duty Provider
Crime Contract Invitations To Tender (ITTs)

1. Overview

All Tenders must be completed and submitted using our eTendering system. It can
either be accessed through eTendering portal links on the tender pages of our
website or directly at www.legalaid.bravosolution.co.uk

To access the eTendering system, you will need to use the same username and
password as you used when submitting your Tender for an Own Client Contract.

A complete Tender for a Duty Provider Contract consists of:

e a response to the Duty Provider Organisation ITT, including all Mandatory
Attachments; and:

e aresponse to one or more of the Procurement Area ITTs (‘Procurement Area
Bid(s)).

2. Accessing/Opening the ITTs

To view this tender opportunity please either;

¢ In the email you received in the Bravo eTendering system to invite you to
tender click the link provided and enter your Username and Password.

You will be taken directly to the projects screen (third screenshot below)

e Log on to Bravo (www.legalaid.bravosolution.co.uk). You will be presented
with the following screen;

From this page you can view and access our current tender opportunities and manage your applications. This
includes applications for contracts to deliver legal services, including Crime, VHCC, Civil and telephone advice
contracts.

Technical Support and
Guidance

PQQs and ITTs

For each tender, applicants must complete a Pre-Qualification Questionnaire (PQQ) followed by the relevant
Invitation To Tender (ITT). Further detail on the requirements upon applicants is in the relevant Information User Agreement
for Applicants decument.
All users accessing this

For a list of PQQs / ITTs open to all suppliers click on the corresponding links below. service are bound by the site
user agreement which is
Once you select a PQQ or ITT, click Express Interest to enter that PQQ or ITT. You can then view mare updated from time to time.

The latest version is

detailed information about the tender and submit a response. You don't need to complete your response in
accessible here.

one visit, and can save your progress to resume at a later date.

The agreement was last

Once you have expressed an interast, your PQQ/ITT will be moved to the My PQQs or My ITTs section of the updated on 29/05/2013

site. This will allow you to access your chosen PQQ/ITT quickly and easily, without having to search through
the full list of tenders each time you visit.

Alternatively you can click on the Projects link below to access all of the tenders (PQQs and ITTs) in which you
have previously expressed an interest or which you have been invited to.

Opportunities
Projects

Pre-Qualification questionnaires (PQQs)
1y POOs

» My

* POOQs open to all suppliers
Invitations to tender (ITTs)

* My ITTs

Select the ‘Projects’ option.


http://www.legalaid.bravosolution.co.uk/
http://www.legalaid.bravosolution.co.uk/

Fitter By [ All Projects £ Configure ltems

Projects -|
S hiFitt Export List to Excel ‘Ask BEN For Help "
Frojects -\ SearchiFilter | | & |Export List to Excel || #As or Help ¢
Project Archives " i i Project Reference

Project Archives

Mediation Services from February 2015 Responsible Officer Senior
pmea_ss@ Criminal Contracts from July 2015 Responsible Officer Senior ~ 22/04/2014 15:32:45

project_S7 Community Care and Mental Health Services from August 2014 Responsible Officer Senior  20/02/2014 10:23:32
project 56 Housing Possession Court Duty Scheme (HPCDS) Services from 2014 Responsible Officer Senior  02/01/2014 13:10:48

Welfare Benefits Services from 1 February 2014 Responsible Officer Senior  10/12/2013 12:08:.01

CLA Operator Service from November 2014 Responsible Officer Senior  26¢1/2013 16:28:27
Video British Sign Language (B5L) interpreting services from 1 October 2013 S Responsible Officer Senior  27/08/2013 14:20:19
Welfare Benefits Services from October 2013 Responsible Officer Senior  27/02/2013 18:45:28
CLA Specialist Telephone Legal Advice Services from April 2013 Responsible Officer Senior  0RI0S/Z012 14:5111
project 48 Face fo face Services from April 2013 Responsible Officer Senior  09/0S/2012 14:49:28
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Click on the ‘project_58’ tab
You will now be presented with the following screen:

Project Reference
Project Details Buye

Sertings .}3’

Visw Project Sstiing:

My Project Objects
v View Objects Found: 4 |, SearchiFilter || [ |Export List to Excel

™ All Objects (4)
My PQQs (0}
My [TTs (4)

End/Close date

26/11/2014 12:00 Closed: To Be Evaluated

Hon-London ITTs

itt_475 London ITTs 26/11/2014 12:00 Closed: To Be Evaluated

Anachments (0)

2014 12:00 Closed: To Be Evaluated

Activities (0) itt 477 DUTY PROVIDER ORGANISATION ITT 26/1/2014 12:00 Closed: To Be Evaluated

i
a

3 0 itt_478 Central London ITT 28,
[

2 Top
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The Duty Provider Organisation ITT must be completed prior to submission of any
Procurement Area ITTs. Therefore, at this stage, select ‘Duty Provider Organisation
ITT.



3. Completing the Duty Provider Organisation ITT,;

The Duty Provider Organisation ITT contains the following sections and Mandatory
Attachments:

e Section A: Applicant Organisation Information

e Section B: Organisation Selection Criterion

e Section C: Financial Assessment, including Mandatory Attachments
e Section D: Declarations

Once you have selected ‘Duty Provider Organisation ITT you will be presented with
the following screen. Select the option to ‘Create response’, as illustrated below:

Response Last Submitted On:

Semtings

View ITT ssttings

Buyer Attachmenis
Attechments from the Buyer. 2 &

My Response
Status is: Response Not Submitted To Buyer (Eyprintable View 7 || @ Help for Suppliers o

Messages 3 te Response «fDecline To Respond
¥ Unread Mezsages (0)

User Righis & View Response Index Only

Menage User Rights

+ 1. Qualification Response (questions: 24 )

Multi Lot Project ITT *1.1 Notes - Question Section
Number of Lots: 3
Hote Note Details
111 | Note Before submitting your Tender, please carefully read the Information For Applicants (IFA), which can be downisaded from the Buyer Attachments section on the
left of this page. This document gives information about 2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and condtions of
Tender.

When completing your Tender you should save your work regularly.

I you are Iogged onto the portal but do not use it for 15 minutes, the
this ‘pop up’, please

otify you through a ‘pop up'. So that you can see this and click the Refres
20 you are not disconnected from the portal and do not lose any unsave

sh’ link in
d information.

ensure that ‘pop ups’ are NOT blocked on your

Do not use the Back or ‘Forward’ buttons on your browser; you could potentially lose your work. Please use the links on the portalto navigate through the
eTendering system

You have now started to create your response and you will receive a prompt
informing you of this. You must click ‘OK’ in order to proceed:

Response Last Submitted On:

You have 2 unread Buyer . Please click here to read the file(s) before submitting your response. =

Windows Internet Explorer

My Response
Status is: Respense To Be Submitted To Buy
O S T Ui I S e LD You have now started to create your resparge.

Muti Lot Project ITT

Number of Lots: 3 p

+ 1. Qualification Response (questions: 24 ) QEmI Response

w11 Notes - Question Section

Note Note Details



You must now click ‘Edit Response’, which will allow you to open the response area

for editing:

Semings
View ITT =t

Buyer Attachments
tizchments from the Buyer: 2

My Response
Status is: Response To Be Submitted To Buyer

Messages
¥ Unread

User Rights

Manzgs User Rig

Muiti Lot Project ITT
L er of L 3

Response Last Submitted On:

& |Export / Import Response || [SDelete Response | (ShPrintable View ' || # Help for Suppliers o

@ submit Response

My Response Summary

Qualification Response Missing mandatory responses (8)
& View Response Index Only
w 1. Qualification Response (questions: 24 ) E[Eth{esnonse

*1.1 Notes - Question Section

Note Note Details
1.4 |Note Before submitting your Tender, please carefully read the Information For Applicants (IFA}, which can be downisaded from the Buyer Attachments section on the
left of this page. This document gives information about 2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and conditions of
ender.

When completing your Tender you should save your work regularly.

It you are logged onto the portal but do not use & for 15 minutes, the portal wil notify you threugh a ‘pop up’. So that you can see this and click the Refresh’ ink in
this ‘pop up', please ensure that ‘pop ups' are NOT blocked on your browser so you are not disconnected from the portal and do not loss any unsaved information

Do not use the ‘Back' or Forward’ buttens on your brow:
Tendering system.

e you could potentially lose your work. Flease uss the links on the portal to navigate through the

1.2 Section A - Applicant Organisation Information - Question Section

Note Note Details

124 |Note Vihe for an Owen Client Contract, it must respond to this procurement opportunity from the relevant
eTendering system registration(s). The registrationis) used must be for the entity/ies that it intends to hold a Duty Provider Contract as. For more information see
section 2 of this IFA.

Applicant Organisation submitted a number of Tendes

Question Description Response
122 |A1 # Full name of Applicant Organisation
Hote Hote Details
123 |Note Please give the detais of the person completing this Tender
Question Description Response
124 |A2a * Name
125 |A2b * Job

<

You will now be presented with an open form for completion. Please note, all
guestions marked with a red asterisk on the eTendering system are mandatory and
the eTendering system will not permit you to submit your Tender unless answers to
these questions are provided.

Edit Mode!

your brov

phone Number

127 (A2d * Email Address

Do not use the ‘Back’ or Forward’ buttons on your bro

[Elsave changes || [5]save and Exit Response || 3€ Cancel

When completing your Tender you should save your work regularly.

If you are logged onto the portal but do not use i for 15 minutes, the portal will notify you through a ‘pop up'. 5o that you can see this and ciick the Refresh’ link in this ‘pop up', please ensure that pop ups’ are NOT blocked on
er =0 you are not disconnected from the portal and de not lose any unsaved information

er; you could potentially lose your work Please use the links on the portal to navigate through the sTendering system.

Note Details
124 Where Applicant Organisation submitted a number of Tenders for an Own Client Contract, it must respond to this procurement opportunity from the relevant eTendering system registration(s). The registration(s) used must
be for the entty/ies that it intends to Nold a Duty Provider Contract as. For more information see section 2 of this IFA.
Queston Description Response
122 A1 # Full name of Applicant Organisation | &
Characters avalable = 2000
Hote Note Details
123 |Hote Pieaze give the dstais of the person completng this Tender
Question Description Response
124 |AZa Name I | &
Characters avalable = 2000
125 [A2b * Job Title

[ | &

s avaiable = 2000

Characters available = 2000

[ | &

Characters available = 2000




When completing your Tender you should save vyour work regularly.
If you are logged onto the portal but do not use it for 15 minutes, the portal will notify
you through a 'pop up'. So that you can see this and click the 'Refresh’ link in this
'‘pop up', please ensure that 'pop ups' are NOT blocked on your browser so you are
not disconnected from the portal and do not lose any unsaved information.

Do not use the 'Back’ or 'Forward' buttons on your browser; you could potentially
lose your work. Please use the links on the portal to navigate through the eTendering
system. Responses can be saved at any time by clicking the ‘Save Changes’ button
at the top of the page. If you wish to save your response and leave the page, select
‘Save and Exit Response’

Response Last Submitted On:

Edit Mode

Eﬁjsﬁames [Esave and Exit Response || € cancel

[FHlcheck mandatory questions answered

2. Technical Response (questions: 24 )

2.4 Saction A Mananement Team - Quastion Section

You can ensure all mandatory responses have been answered by selecting the
‘Check Mandatory Responses answered’ tab at the top of the screen:

ed O

Edit Mode

[E]save Changes | [=]save and Exit Response | 3§ Cancel

[F¥|check mandatory questions answered

1. Qualification Response (questions: 24 )

1.1 lotes - Question Section
lote Note Details
111 |Note Before submitting your Tender, please carefully read the Information For Applicants (FA), which can be downloaded from the Buyer Attachments section on the left of this page. This document gives information about
2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and conditions of Tender.

When completing your Tender you should save your work regularly.

It you

d onto the portal but do not use it for 15 minutes, the portal will notify you through a 'pop up'. So that you can see this and click the Refresh’ i In this 'pop up', please ensure that 'pop ups’ are NOT blocked on
your b v

nected from the portal and do not lose any unsaved information

o you are not discon

Do not use the ‘Back or Forward’ buttens on your browser; you could potentially lose your work. Please use the links on the portal to navigate through the eTendering system

1.2 Section A - Applicant Organisation Information - Question Section

Hote Note Details

124 |Hote Where Applicant Organisation submitted a number of Tenders for an Own Client Contract, i must respond to this procurement opportunity from the relevant eTendering system registration(s). The registration(s) used must
be for the entity/ies that it intends to hold a Duty Provider Contract as. For more information see section 2 of this IFA.
Question Description Response
122 |A1 N\ % Full name of Applicant Organisation I | &
Characters avallable = | 2000
Hote Note Details



If there are any questions outstanding they will appear in an itemised list, as well as
being highlighted in red in the main body of the ITT. For the avoidance of doubt,
this does not provide an assessment of the responses to those questions or
confirmation that they have been answered correctly.

Response La b ed O

Edit Mode

do erne plore

g\ e reausstoenersted the foloufng ermors
1Y

- Missing Mandatory Field:
- Missing Mandatory Field
- Missing Mandatory Field
- Missing Mandatary Fisld
[FHleneck mandatory questions answered ~Missing Mandiatory Field:
- Missing Mandatory Field:
1. Qualification Response (questions: 24 ) - Missing Mandatory Field:
- Missing Mandatory Fieldf5.4.i.
- Missing Mandatory Ficlps. 4.
- Missing Mandatory Fielll: 5.4

DAL
DAL
DAL
1A

1.1 Notes - Question Section

lote - Missing Mandatory Field: C.6.1.
111 |Note Before submitting your Tender, please carefully read the Information yer Attaci\nents section on the left of this page. This document gives information about
2015 Duty Provid tracts, information on completing a Tendes

When completing your Tender you should save your work regularly.

It you are logged onto the portal but do not use it for 15 minutes, the portal will notify you through a ‘pop up'. So that you can ses this and click the Refresh link in this ‘pop up’, please ensure that 'pop ups’ are NOT blocked on
your browser so you are not disconnected from the portal and do not lose any unsaved information.
Do not use the ‘Back or Forward’ butions on your browser; you could potentially lose your work. Please use the inks on the portal to navigate througy the eTendering system

1.2 Section A - Applicant Organisation Information - Question Section

Note Note Details

121 |Note Wi
be forthe el

licant Organization submitted a number
yfies that it intends to hold a Duty Prov

enders for an Own Client Contract, & must respond to this procurement opportunity from the rejvant eTendering system registration(s). The registration(s) used must
ontract as. For more information see section 2 of this IFA.

Question Description Response

22 |A e of A - M
122 |Ad1 £\ * Ful name of Applicant Organisation | &

Characters available = 2000

Note Note Details

FEE I Dloacs mise tha Astails afbha narsnan mamalainn this Tandar v

4. Questions

You should note that questions that appear for you to respond to will in some
instances be dependent on your response to the preceding questions.

For example, if you answered ‘No’ to question 1.5.2 below, you would not be
—required to submit a response to the questions which immediately follow.

Edit Mode
[Exeep changes iscard Changes
our answier to questions B.1. and B.1.i belows wil determine what Financial Information you are then asked to INlde In questions B.2 (for Established Businesses) or 5.4 (for Other Business Types )
Question Description Response
152 |BA * Has the Application Organization been trading for at least 2 years in fte current form?
[insert ref to guidance on whether AO is a new business or not] For the avoidance of doubt, a significant or material
change does not include
- & change in legal status or name without significant changes to Key Personnel
- & change of less than one third of Key Personnel
§=[1.6 Section B - Financial Information - Question Section
g 1.7 Section B - Financial Information - Question Section
{=[1.8 Section B - Financial Information - Question Section
T e~ S
o I=}%e section B~ Financiat information - Question Section
»
g 1.10 Section 8 - Financial Information - Question Section
Question Description Response
4, * = siness Types
1101 (B4 Other Business Typ von and Somerset 1
Enhanced assessment (see section XX of the FA) von and Somerset 2



However, if you answered ‘Yes' to the same question, the sections directly below will
expand, as you are now required to provide a response to these questions:

Edit Mode
[Elkeep changes || 3§ Discard Changes
T T O I O A ST S ST T 7
{=[14 section A - Applicant Organisation Information - Question Section
1.5 Section B - Financial Information - Question Section
Hote lote Details
151 | Note For the basic the Financial that Apglicant O are requireNQrovide differs according te whether the Appiicant Organisation is an ‘Established Business’ or an* Other Business Type
Please see table X0 on page XX of the IFA for more information.
Your answer o questions B.1.i and B.1.i below wil determine what Financial Information you are then asked INevide in questions B.2 (for Established Businesses) or B.4 (for Other Business Types )
Question Description Response
152 |81 # Has the Application Organisation been rading for at least 2 years in its current form? ves B
[insert refto quidance on whether AQ is a new business or not] For the avoidance of doust, a significant or material
change does not include:
achang al status or nam 1t significant changes to Key Personnel
a change of less than one third of Key Personnel
{=[16 Section B - Financial Information - Question Section
Question Description Response
161 B0 # Does the Applicant Organisation have its Iast 2 years audited or certified accounts avaiable (the earliest year being | [yas |
no earlier than 2012) from which to complete the Established Business Evaluation Form
{=[1.7 section B - Financial Information - Question Section
{=[1.8| Section B - Financial Information - Question Section
I .
P ouestion Description Response
181 |B.2i #* Established Business Evaluation Form +Cllci’€ to attach fileri
Applicant Organisations must
1. Download a template Estabished Business Evaluation Form from the “Buyer Atiachments” section in the Applicant
Organisation ITT and s is to their
2. Complete and re- & form on their ov
q 3. Upload the completed form by clicking on the 4
" Note Note Details
182 |B.2 Note <ction XX of the [FA for mere infermation
plo i on 5.4 below
b

5. Attaching files

The Financial Assessment section of the Duty Provider Organisation ITT requires
you to complete and upload Mandatory Attachments. The Established Business
Financial Assessment Form and Cash Flow Forecast Templates to complete can be
accessed from the ‘Buyer Attachments’ section in the Duty Provider Organisation
ITT.

You have 1 unread Buyer Attachment(s). Please click here to

i |Export / Import Response ADelete Response || (S)Printable View o
@ submit Response
Enhanced assessment (see section XX of the IFA]

Please select from the list on the right all Procurement Areas for which you are bidding.

Please note that any Procurement Area Bids which you do nof incluge in this list will be treated as your Core g

(no file attached)

110.2| 5.4l * Applicant Organisations must:
1. Download a template Cash Flow Forecast Template Form from the “Buyer Attachments™ section in the Applicant O
this to their own computs
2. Complete and re-si orm on their own computer system
3. Upload the completed form by clicking on the “Attach File” button to the right of this question

1403 |B.4ii * Applicant Organisations must:
1. Download a template Captal and Projected Turnover Form from the “Buyer Attachments®section in the Applicant Organisation T and SINg
this to their own computer system
2. Complete and r e form on their own computer system
3. Upload the com; form by clicking on the “Attach File” button to the right of this question

the “Click to attach file” button to the right of this question. For more | (no fi
e XX,

1.40.4|B.4.v # Pleaze upload you
infermation on the required minimum content of the Business Plan, please

Applicant Organisation's Business Plan by clicking

w1.11 C - Essential Requirements and Declarations - Question Section

Note Note Details

To do so you will need to return to the main Duty Provider Organisation ITT screen.
This can be done by selecting ‘Save and Exit Response’. You will then be able to
select the ‘Buyer Attachments’ tab on the left of the page;



Sertings

View ITT ssttings

Buyer Attachmenis
Attachments from the Buyer: 2

My Response

Messages
Unread

Muiti Lot Project ITT

Number of Lots: 3 ¢y

'aring: You have 1 unread B

Status is: Response To Be Submitted To Buyer

& |Export /Import Response || [GDelete Response || (EPrintable View o | | # Help for Suppliers of

@ submit Response

My Response Summary

1. Qualification Response

@ View Response Index Only

Missing mandatory responses (10)

* 1. Qualification Response (questions: 24 [ Edit Response
w1.1 lotes - Question Section
Note Hote Details

141 |Hote Before submiting your Tender, please carefully read the Information Fer Applicants (IFA), which can be downloaded from the Buyer Attachments section on the
Ieft of this page. This document gives information about 201 Duty Provider Crime Contracts, information on completing a Tender and the terms and condtions of
Tender,
Wihen completing your Tender you should save your werk regularly.
If you are logged ento the portal but do not use it for 15 minutes, the portal will notify you frough a ‘pop up'. So that you can see this and click the Refresh ink in
this ‘pop up', please ensure that pop ups’ are NOT blocked on yeur browser <0 you are not disconnected from the portal and do not lose any unsaved information

Do not use the ‘Back’ o Forward’ buttons on your browser; you could potentially lose your work. Please use the links on the portal to navigate through the
eTendering system.

w12 Section A - Applicant Organisation Information - Question Section
Hote Hote Details

1.2.4 |Note Where Apolicant Oroanisation submitted a number of Tenders for an Own Client Contract. it must resoond to this orocurement oooortunitv from the relevant ~

You will now see the relevant forms. Please note that you may not need to provide
all attachments so you must ensure that you are downloading and completing only
those that are Mandatory Forms relevant to your response (paragraph 3.6 of the IFA

outlines these).

Settings
View ITT seftings

Buyer Attachmenis
Aftschments from the Buyer: 2

My Response

Messages
Unrezd

Us:
[

Muiti Lot Project ITT
Number of Lots: 3

: Top Level

Status is* Response To Be Susmittsd To Buysr

{Eyprintable Wew ' || # Hielp for Suppliers of

.\ searchFilter\ @§Mass Download || & JExport List to Excel

FolderfFile N>~ ve Description  Last Modification Date

1 Established Business Financial Evaluation Form _8 October Viorking draft.xlsx 23/10/2014 08:28:23 {rProperties

2 | [] New Business Next 24 Months Cash Flow Template_1 October2014.xisx 23/10/2014 08:28:35 {7 Properties

Clicking on the file(s) will present you with the following prompt. Select ‘Save’, which
will save a copy the file to your own computer. Please note details entered into the
forms will only be saved if you save these on your own computer system. You can
now complete the document as required on your own system.

Be aware that because the Mandatory Attachments are completed outside of the
eTendering system and uploaded into the ITT response, it is not possible for the
eTendering system to prevent incorrect or incomplete information being submitted
and it is an Applicant Organisation’s responsibility to ensure fully completed and

accurate information is attached.

Sertings

View ITT ssttings

Buyer Attachmenis
Attechments from the Buyer: 2

My Response

Messages

b Unread

Mansge User Rights

Muiti Lot Project ITT
Number of Lots: 3 {p

File Download

Path: Top Level

Stetus is: Response To Be Submitted To Suyer

Do you wilke open or save this file?

~ j Name: NGvaluation_Form__8_October_Working_draft.xisx
Hl Type: MicroNW{Office Excel Worksheet, 37. IKE
From: legalaid-preMNavosolution. co.uk.

Open Cancel
Folder/File Hame

1 Established Business Financial Evaluation Form _8
s While files from the Intemet can be useful, some files can potentialy
2 | E] Wew Business Next 24 Months Cash Flow Template |@ ham your computer. K you do not trust the seuree, da not open or

save this file. What's the risk?

(Ebprintable View || @ Help for Suppliers o

-4 searchifilter | @§Mass Download || & |Export List td

§»Properties

2 Properties

“Top

~ COPYRIGHT 2000 - 2014 BRAVOSOLUTION ~



Return to the Duty Provider Organisation ITT screen by clicking ‘My Response’ on
the left side of the page:

Sertings
View (TT 0s
Path: Top Level
Buyer Artachments
Attachments from thefBuyer: 2
My Response
st Response To Be Submitted To Buyer | | (E)Printable View o7 || #¥FHelp for Suppliers o

Messages
P Unresd L

User Rights

Msnage Ussr Righ

Multi Lot Project [TT

Number of L

@Mass Download

-}, SearchiFilter I |Export List to Excel

FolderiFile Name

You will again be required to select ‘Edit Response’

page to allow you to continue your response:

iy respunse

Messages
b Uni M

User Rights

Manage User Rig

Muiti Lot Project ITT

Number of Lot:

Established Business Financial Evaluation Form _8 October Working draft.xlsx

Description  Last Modification Date

014 08:28:23

£*Properties

231042014 08:28:35 % Properties

in the top right corner of the

FEE S PR T EE 2 T EL | Warning: You have 1 unread Buyer Attachment(s). Please click here to read the file(s! Eﬁ;e submitting your response.

& Export / Import Response | [iDelete Response | (S)Printable View of

@ tielp for Suppliers o

@ submit Response

& View Response Index Only

1. Qualification Response (questions: 24 )

1.1 Notes - Question Section

You can now select ‘Click to attach file’

1.10.2|B.4il.

1.10.3 | B.4.iii.

1.10.4|B.4iv

Hote

111 | Note

et of this page.
Tender

#* Applicant Organisations must
1. Dow
Organisation T and save this to their own computer system
2 Complete and re-save the form on their own computer system
3. Upload the completed form by clicking on the “Attach File” button to the right of this question.

snioad a template Cash Flow Forecast Template Form from the “Buyer Attachments” section in the Applicant

# Applicant Organisations must
1. Download a template Capttal and Projected Turnover Form from the “Buyer Attachments"section in the Applicant
Organisation ITT and save this to their own computer system

2. Complete and re-save the form on their own computer system

3. Upload the completed form by clicking on the *Attach File” button to the right of this question.

#* Please upload your Applicant Organisation's Business Plan by clicking on the “Click to attach fil” button to the right of
this question. For more information on the required minimum content of the Business Plan, please see XX.

Before submitting your Tender, please carefully read the Information For Applicants (FA|
nis document gives information about 2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and conditions of

[£]Edit Response

[Open the Response area to enter or madify your response

nloaded from the Buyer Attachments section on the =

Note Details

hich can be dov

est Mercia 1

t Mercia 2

t Midlands
est Yorkshire
Wittshire
imbledon

= Click to attach fite

= Click to attach filer]

=R Glick to attach fileci



This will allow you to browse your computer for the appropriate file:

A= s=nvetopeTossit=auci &[4 ]]x] | 1E22ia

Lookin: [ &5 Level 1 /j o B~

w s [ b yer stmchmend
'.J " responses.pdf
Recent = resuite.pof

- B - ® - [bPage - GFTeok -

ionld=3019276f&_ncp=1416417484732.3887-1

bished Business or an * Other Susiess Type

a7,
My Documents ¢ cancel

1 pload:
S e e e SO e s
- nse
< [ ——
Wy NehwotcFle e [ouyer atizchment = [ |fosc acachment v
Files of type [20Fies ) =l Cancel |
—ac)
-ac
{=]1.6 section B -Fin|
Question nse
181 |BAL *0D
no &
{=)1.7 section B - Fin|
{=]1-8| section B - Fin|
Question nse =
181 |B2i0 ®E

Once the appropriate file is selected, click ‘Confirm’ to complete the upload:

& - T BT a SENEEN |[2]-
€ | https:/flegalaid-preP\aveosolution. co.uk/esop/md|/attach/upload.do?me Id=76F320368_ncp=1415624247669,94-1 v| B
— _ B, >
% & [oo - dmh - [i) Page ~ £} Todls -
w & =y Legal Al Agency f-8 & Gre-0
Project : p
0 gD
Respo
Edit Mode % Confirm || 3§ Cancel
Select file to upload:
Please keep attachments to a manageable size in order to facilitate downloading. The portal allows individual
attachments up to a maximum size of 50Mb but we recommend that you keep attachments to 2Mb or less.
1
2
# File Attachments:
[upload attachment Valley
® pridge
[Cash_Flew_Template |[ Browse.. | i
Forest
kshire
ndon
jercia 1
ercia 2
jdlands
jorkshire
< | &
https: legalaid-prep, bravosolution, co.Lk 2sop md /s ttach fuploat @ Internet F 100% -
1102 |B 4ii * Applicant Organisations must: é,}-c;/mk to attach filer]

6. Submitting your response

When you have completed all responses and attached the required Mandatory
Forms, click ‘Save and Exit Response’:

oSy pae: 20 Ui 120000
Response Last Submitted On:

Edit Mode

[=]save changes || [=]save and Exit Response || 3§ Cancel
[FY|check mandatory questions answered

2. Technical Response (questions: 24 )

2.4 Saction A Mananameant Team - Duastion Saction
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You will now be presented with the summary screen of your ITT. At the top of the
response you can see the number of questions that have been answered:

Sertings

View ITT 3
Buyer Atachments

Attachments from the Buyer: 2

B |Export / Import Response Delete Response || (SyPrintable Viewg] || @ Help for Suppliers
My Response
Status is: Response To Be Submitted To Buyer

N mit Response

Messages

P Unresd Mes:

My Response Summary

1

Qualification Response All questions anzwered

User Rights
Muiti Lot Project ITT * 1. Qualification Response (questions: 24 ) E[Emt Response
Humber of Lots. 2 1.1 Hotes - Question Section
lote Note Details
144 | Note Before submitting your Tender, please carefully read the Information For Applicants (IFA), which can be downloaded from the Buyer Attachments section on the
left of this page. This document gives information about 2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and conditions of
Tender

When completing your Tender you should save your work regularly.

If you are log
this ‘pop up’,

2d onto the portal but do not use i for 15 minutes, the portal wil notify you through a ‘pop up'. 5o that you can see this and click the ‘Refresh link in
ensure that ‘pop ups’ are NOT blocked on your browser so you are not disconnected from the portal and do not lose any unsaved information.

Do not use the ‘Back or ‘Forward” buttons on your browser; you could potentially lose your work. Please use the links on the portal to navigate through the
&Tendering system

1.2 Section A - Applicant Organisation Information - Question Section

Note Note Details

124 |Note Where Applicant Organisation submitted a number of Tenders for an Owin Client Contract, it must respond to this procurement opportunty from the relevant
eTendering system registration(s). The registration(s) used must be for the entityfies that it intends to hold & Duty Provider Contract as. For more infermation see

Once you are happy that you have fully completed your response and are ready to
submit it to the LAA, select ‘Submit Response’:

My Response
Status is: Response To Be Submitted To Buyer

Export | Import Response || [SiDelete Response || (ZhPrintNg View i | # Help for Suppliers o

Messages

P Unresd Mes:

User Rights & View Response Index Only

Mansgs Ussr Rights

@& submit Response

1. Qualification Response (questions: 24 ) E}Ed\tﬁespunse
Mult Lot Project ITT *1.4 Notes - Question Section
M flots: 3 Hote lote Details
141 [Note re submitting your Tender, please carefully read the Information For Applicants (F4), which can be downloaded from the Buyer Attiachments section on the

et of this page. This docume:
Tender

erms and conditions of

s information about 2015 Duty Prov information on completing a Tender and the

Vihen completing your Tender you should save your work regularly.

If you are logged onto the portal but do not use t for 15 minutes, the portal wil notify you through a ‘pop up'. So that you can see this and click the
this ‘pop up’, ple:

ensure that ‘pop ups’ are NOT blocked on your bro 20 you are not disconnected from the portal and do not lose any unsaved information.

Do not use the ‘Back or ‘Forward butions on your browser; you could potentially lose your work. Please use the links on the portal to navigate through the
£Tendering system

1.2 Section A - Applicant Organisation Information - Question Section
lote Note Details

1.2 | Note Where Applicant Organisation submitted a number of Tenders for an Own

ient Contract, it must respond to this procurement opportunty from the relevant
eTendering system registration(s). The registration(s) used must be for the entity/ies that it intends o hold a Duty Provider Contract as. For more information see
section 2 of this IFA

You will receive a message on screen, confirming submission of your response to
the Duty Provider Organisation ITT.

7. Completing the Procurement Area ITTs.
Once you have completed your response to the Duty Provider Organisation ITT, you
must complete a Procurement Area ITT for each Procurement Area in which you

wish to deliver Contract Work.

There is a separate Procurement Area ITT for each of the 85 Procurements Areas in
which you can bid to deliver Contract Work. Each Procurement Area ITT is split into
a Qualification Envelope and a Technical Envelope.
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To access the Procurement Area ITTs, click on ‘Multi Lot Project ITT:

L

Buyer Attachments
At = from the Buysr: 2

Export / Import Response || [lDelete Response || (SPrintable View o | # Help for Suppliers cf
My Response
Status is: Response Submitied To Buyer My Response Summary

1. Qualification Response All questions answersd

@ View Response Index Only

Messages
P Unread

User Rights
w 1. Qualification Response (questions: 24 ) QEd\I Response
1.1 Notes - Question Section
Muilti Lot Project ITT) Note Note Details
Mumber of Lots: 3
111 | Note

efore submitting your Tender, please carefully read the Information For Appicants (A}, which can be downloaded from the Buyer Aftachments section on the

left of this page. This document gives information about 2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and conditions of
Tender.

When completing your Tender you should save your work regularly.

You will then be re-directed to the following page, where you must select the first
Procurement Area ITT you wish to complete. If you wish to complete multiple

Procurement Area ITTs you can do so by repeating the steps set out here after
completing their first Procurement Area ITT.

- ITT: itt_474 - Non-London ITTs

Response Last Submitted On:

Messages
¥ Unreza

Multi Lot Project

User Rights

Menage User Rights

Multi Lot Project Title  Crime Tender 6 Iesl@
‘Qualification Only ITT - Commor to All Lots

Muiti Lot Project ITT

1 7 DUTY PROVIDER ORGANISATION ITT | 28/11/2014 12:00 | Closed. To Be Evaluated
Humoer o Lo 5 b 12014 1200 Cosei ToSeErae

esponse To Be Submitted To Buyer € | Multi Lot

Incomplets

Closing Date

Central London ITT 281142014 12:00 Closed: To Be Evaluated Response To Be Submitted To Buyer Lot Response Not Sent

London ITTs 28i11/2014 12:00 | Closed: To Be Evaluated Response To Be Submitted To Buyer Lot Respanse Not Sent

Non-London ITTs 2641142014 12:00 Clozed: To Be Evaluated Response To Be Submitted To Buyer Lot Response Not Sent

~ COPYRIGHT 2000 - 2014 BRAVOSOLUTION ~
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Once you have selected the relevant Procurement Area ITT you will be directed to
the following screen:

Semings

Viw ITT ssttings

oSy Daie: 20 Ui 120000
Response Last Submitted On:

Buyer Attachments
Attachments from the Buyer. 0

&0 |Export /Import Response || [5Delete Response || [S)Printable View 7 || @ Help for Suppliers o

@ submit Response

Me;i.:?)es 0 My Response Summary
. 1. Quggfication Response Wissing mandatory responses (89)
User Rights
Manage User Rights 2 chnical Response Missing mandatory responses (17}

& View Response Index Only

Muli Lot ProjectITT
Number of Lots: 3 / * 1. Qualification Response (questions: 435 ) QEd\tResnonse

/ ~1.4 Section A: Procurement Area Information - Question Section

As outlined above, each Procurement Area ITT is comprised of a Qualification
Envelope and a Technical Envelope, both of which must be completed. Select
‘Qualification Response’ as illustrated above to access all questions contained within
that envelope.

Edit Mode

[Elsave Changes || [5save and Exit Response | $§ Cancel

1. Qualification Response (questions: 435 )

1.4 Section A: Procurement Area Information - Question Section

Note Hote Details
114 | Note Applicant Organisations must ensure that they complete the Organisation TTT In addition to at least one Procurement Area T
112 | Note This section must be completed by the Agplicant Organisation and requests information relating to its Office, staff and Delvery Partners (where applicable). For the avoidance of doubt Delivery Partners are not required

to submit a separate Tender

Question Description Response
113 Ala * Please enter the address of your Office in the same or a directly adjacent Procurement Area ‘
Where you do not currently have an Office in the Procurement Area please enter TBC lfﬂl’ﬂr}l able 000
114 Alb * Please enter the Postcode of your Office in the same or a directly adjacent Procurement Area I
Wihere you do not currently have an OFfice n the Frocurement Area please enter TC j‘:rm obie < [2500

1.2 Section B: Applicant Organisation Staff Information - Question Section

lote Hote Details

As with the Duty Provider Organisation ITT, all questions marked with a red asterix
are mandatory and must be completed. The guidance set out in section 4 about
guestions (above) also applies in the same way here. Remember to regularly save
your work, and once you have completed all of the mandatory responses, click ‘Save
and Exit Response’.

You will be re-directed to the summary screen for the relevant Procurement Area
ITT, which will illustrate that you have answered all questions relating to the
Quialification Response.

= ITT: itt_476 - Central London ITT

Sertings Response Last Submitted On:
Vg

B Export / Import Response || [ iDelete Response || (EyPrintable Vidyy o | | @ Help for Suppliers o

¥ submit Response

My Response Summary
1. Qualification Response All questions answered
2. Technical Response Missing mandatory responses (17)
@ View Response Index Only
Muiti Lot Project ITT
Number of Lots: 3 @y ¥ 1. Qualification Response (questions: 435 ) [£]Edit Response

¥ 1.1 Section A: Procurement Area Information - Question Section

HNote Note Details

144 Note Applicant Organisations must ensure that they complete the Organisation T in addition to at least one Procurement Area T
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You can now select the Technical Response, and complete this aspect of the ITT in
the same manner.

Once you have completed your response you must submit it by clicking on the
“Submit Response” button within the relevant Procurement Area ITT.

Please note that the Duty Provider Organisation ITT must be submitted first as it is
not possible to submit a response to a Procurement Area ITT until a response to the
Duty Provider Organisation ITT has been submitted. The eTendering system,
however, will not prevent you from submitting a response to the Duty Provider
Organisation ITT without a Procurement Area Bid (a response to a Procurement

Area ITT).

You can check the information you have provided within the ITT responses by going
to ‘My Response’ in the ‘Actions’ menu on the left hand side and clicking on ‘View
Response Details’ in the blue bar above the response.

I itt_450 - London Exz mple
ITT Status: Closed: To Ba Evaluated
Response Last Submitt :d On: 14/07/2014 16:18:39

ITT Details

Sermings

View ITT ssttings

Buyer Attachments

Attachments from the Buyer: 0
' & |Download Response f| (EhPrintable View o || # Help for Suppliers of
My Response
Status is: Response Submitted To Buyer My Respoase SJ/amary
1. Qualification Rfsponse Al questions answerad
"fe‘f’s"”gesi . 2 Technical Reflponze Allqusstions answered
Unread Messages (0)

View Response Details

User Rights
Mansgs User Rights
¥ 1. Qualification Response (questions: 56 )

Where Mandatory Attachments have been uploaded, you can check their contents
by going to the question in the ITT against which the information is loaded. The
uploaded documents will be visible on the right hand side of the screen and can be
downloaded by clicking on the document name. This will open a version of the

attachment uploaded as part of your response.

& |Download Response || (ZhPrintable View o7 || #Help for Suppliers i
Your answer o question C.1 below wil determine what financial informatior\ou are then asked to provide in questions C.2 (for Establshed Businesses) and C.3
(for New Businesses
Question Description Response
142|C1 # Does the Applicant Organisation have its last 2 years audited or certified accounts\gvailable from which to i
complete the Estabiished Business Evaluation Form,
AND
Has the Application Organisation been trading for at least Z years with no significant or mataNal changes to s
+ {=]1.5 C.2-Established Businesses - Question Section
Question Description Response
15.1|c2i aluation Form from the Buyer Atta section on the left of| ] Established_business_form.xisx (10 K5}
ation regarding your Applicant Org n
ave the updated version and upload it back into the system.
Hote Hote Details
152 | Note for more information
4 bel
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When you submit an ITT response for the first time you will receive an automated
email message that your response has been successfully submitted (a message will
be received for each ITT response submitted i.e. the Duty Provider Organisation ITT
and each Procurement Area ITT submitted). This only provides an indication of
whether the response has been transmitted to the LAA and not whether the Tender
is fully completed and/or will be assessed as being successful.

8. Editing responses post submission

After submitting an ITT response, you can edit your response and resubmit it up to
the Deadline. Where you do this you must ensure that you have still submitted a
valid tender (i.e. a response to the Duty Provider Organisation ITT and at least one
Procurement Area ITT), as the system will not flag up where this has not been done.

Please note that if you resubmit a Tender, you will not receive the automated emalil
message confirming submission again. However, you can check that you have
successfully submitted your response by going to the ‘My ITTs’ screen, which will
show the new ‘Response status’ as ‘Response submitted to Buyer'.

B Response Last Submitted On: 14/07/2014 15:43:46
Sertings
Ve

P

&

15 |Download Response || (E)Printable View o7 | | @ Help for Suppliers of
My Response
Status is* Response Submitted To Buyer e —

Qualification Response Al questions answered

@ View Response Index Only

+ 1. Qualification Response (questions: 19 )

1.1 Notes - Question Section

Muilti Lot Project ITT Note Note Details
Number of Lots: 3
1.1.1| Note Before submitting your Tender, please carefully read the Information For Applicants (IF4), which can be downloaded from the Buyer Attachments section on the
left of this page. This document gives information about 2015 Duty Provider Crime Contracts, information on completing a Tender and the terms and conditions of
Tender.

Wihen completing your Tender you should save your work regularly.

It you are logged onto the portal but do not use it for 15 minutes, the portal wil notify you through a ‘pop up’. So that you can see this and click the Refresh' ik in
this ‘pop up', please ensure that ‘pop ups’ are NOT blecked on your browser se you are not disconnected from the portal and do not lose any unsaved information

Do not use the ‘Back or Forward' buttons on your browser, you could potentialy lose your work. Please use the links on the portal to navigate through the
Tendering system

1.2 Section A - Applicant Organisation Information - Question Section

Question Description Response

The Deadline for submitting completed Tenders is 12 noon on 29 January 2015
Tenders submitted after the Deadline will not be accepted. It is an Applicant
Organisation’s absolute responsibility to ensure that its complete Tender is submitted
before the Deadline.

9. Further guidance on how to operate the eTendering system

Further guidance on undertaking common tasks within the eTendering system (e.g.
sending a message) is available via the ‘Technical Support & Guidance’ link on the
front page of the eTendering system.



There is also a helpdesk to provide technical support to Applicant Organisations
using the eTendering system. However, the helpdesk is unable to assist with
problems with your own computer hardware or systems - for these types of issues
you should contact their usual IT support.

Questions should be emailed to the following email address:
LAATenderHelpdesk@ventura-uk.com.

Alternatively, the telephone number for the helpdesk is 03330 037060 (lines are
open from 9am to 6pm Monday to Friday).

The LAA recommends that Applicant Organisations start to complete their Tender
early so that they identify any areas where they need help as soon as possible as
the helpdesk is likely to be very busy in the days leading up to the Deadline. The
LAA cannot guarantee that queries received close to the Deadline will be dealt with
before the Deadline.
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