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Document No T4 - Service Specification Content Template 
Projects Up To £100k

The following template is a useful basis for drafting specifications for services where the total anticipated value is £100k or less. It should be amended to suit your specific requirements. 
Throughout the document you will be prompted to include sub-section numbers that will visually convey the levels of importance to help readers navigate to specific information on the page.
Prior to submission:
· The sections in red should be removed from this document as these are purely guidance notes to assist with formulating your specification.  
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Insert Organisation Name here

1. Project Title & Bloom Internal Description
1.1	Project Title
[bookmark: _Hlk38368930]Insert Project Title here
The title needs to accurately describe the requirement using as few words as possible. It needs to be informative and descriptive to help readers understand the requirement.
1.2	Bloom Internal Description
To be populated by Bloom Procurement Services

2. Introduction & Background
This section is a brief introduction to your organisation and should provide background information to assist potential suppliers understand the project requirements. Subjects to cover can include an overview of business objectives relevant to the contract and expectations of the engagement.
2.1	Consider sub-section numbers
3.   Scope and Detailed Requirements
This section sets out the detailed requirements the supplier will be required to meet and will define accurately what the supplier needs to know to provide a response that will deliver the right services at the right time, in the right place, in the right quantity and at the right price. (e.g. volumes; timescales; deliverables, quality expected; reporting structures); you may also want to include resources available from your organisation, any governance arrangements; requirements for contingencies/business continuity; etc.
Functional Requirements
These requirements define the task or desired result by focusing on what is to be achieved, rather than by describing the way it is to be achieved. This challenges suppliers to use their skills and develop smart, creative solutions. Specifying requirements in terms of outputs or functions gives potential suppliers the opportunity to propose innovative solutions (or simply be more creative in their proposals), and also means the responsibility for ensuring the solution meets the requirement rests with the supplier rather than your organisation. Use a heading structure that subdivides the requirement into logical areas that map onto the evaluation model which will set out the criteria by which all tender responses will be assessed. The outputs should also be clearly linked to the payment profile/schedule. 
Mandatory Requirements
Some requirements may be considered to be mandatory and this section should also be used to clearly detail any such requirements. These must be considered to be essential to the contract and should not discriminate unfairly because suppliers can be rejected for failing to meet them.
3.1	Consider sub-section numbers
4.   Milestones
Please complete the following table which confirms that milestones that you anticipate being applicable to the delivery of this project and when they are expected to be delivered.  (please add or delete line items as required)
	Milestones
	Description
	Completion Trigger
	Start
Date
	End 
Date

	Milestone 1

	
	
	
	

	Milestone 2

	
	
	
	

	Milestone 3

	
	
	
	




5. [bookmark: _Hlk10819090] Contract Management (measuring success and review)

Where the requirement is deemed Low Value/Low Risk Contract Management arrangements to be carried out in accordance with the Highlight Report procedure as specified within the Services Supply Agreement (SSA) and the content below is to be utilised.
5.1 	Contract Management arrangements will be carried out in line with the Services Supply Agreement (SSA) by submitting a Service Delivery Plan (SDP).  
6.  Data Protection Schedule 

You may wish to seek assistance from your Data Protection Officer (DPO) or equivalent to complete this section.

	No
	Description
	Details

	1
	Subject matter of the processing
	[This should be a high level, short description of what the processing is about i.e. its subject matter]

FOR EXAMPLE
The processing of personal data in relation to the obligations of the SPS Provider as the supplier under the contract for Specialist Professional Services


	2
	Duration of the processing
	[Clearly set out the duration of the processing including dates]

FOR EXAMPLE
The data will be provided for the duration of the Project covering for the provision of specialist professional services
The contract expires on the project end date at which time the information will be reviewed.


	3
	Nature and purposes of the processing
	[Please be as specific as possible, but make sure that you cover all intended purposes.
The nature of the processing means any operation such as collection, recording, organisation, structuring, storage, adaptation or alteration, retrieval, consultation, use, disclosure by transmission, dissemination or otherwise making available, alignment or combination, restriction, erasure or destruction of data (whether by automated means) etc.
The purpose might include: employment processing, statutory obligation, recruitment assessment etc.]

FOR EXAMPLE
The nature of the processing includes the collection, recording, organisation storage, retrieval, use, disclosure by transmission, dissemination or otherwise making available, erasure or destruction of data (whether by automated means)
 
The purpose of the processing is the fulfillment of the SPS Providers obligations arising under the Work Order for the provision of specialist professional services and to ensure effective communication between the SPS Provider and the Authority.

	4
	Type of Personal Data
	[Examples here include: name, address, date of birth, NI number, telephone number, pay, images, biometric data etc.]

FOR EXAMPLE

For the purposes of the contract, the Authority will disclose the following information directly to the SPS Provider: ​

Contact details for individuals concerned with the management of the Work Order​

Contact details for individuals concerned with specific projects under the Work Order​

(Name, email address, postal address, telephone number) ​

 INSERT ANY OTHER PERSONAL DATA – I.E. SERVICE USER DATA


	5
	Categories of Data Subject
	[Examples include: Staff (including volunteers, agents, and temporary workers), customers/ clients, suppliers, patients, students / pupils, members of the public, users of a particular website etc.]

FOR EXAMPLE

Personal data relating to the Authorities staff (including temporary or agency staff) concerned with the Work Order
CONSIDER ANY SPECIAL CATEGORY DATA


	6
	Plan for return and destruction of the data once the processing is complete UNLESS requirement under union or member state law to preserve that type of data
	[Describe how long the data will be retained for, how it be returned or destroyed]

FOR EXAMPLE

The SPS Provider agrees that all data supplied will be retained no longer that is necessary after the expiry or termination of the Work Order and shall be destroyed as soon as practicable.





7.  Evaluation
Please complete the following table with details of the quality area you would like to use and confirm the weighting split for Price vs Quality. The Quality Area weightings must add up to 100%.  (please delete or add any additional quality areas as required)
All proposal submissions will be evaluated as follows:
Quality: %
Price: %
	Quality (XX%)

	Quality Area
	Evaluation Criteria
	(%) Weighting

	Overview of the Company Services
	· Please provide an overview of your company and the services you deliver
	

	Evidence of Delivery Similar Projects
	· Please provide at least two relevant case studies that provide evidence of delivering similar projects 
· Please provide the names of 2 reference that can provide assurance of your capability to deliver the requirement
	

	Understanding the Tasks
	· Please provide your understanding of the Customer requirement 
	

	Ability to Meet the Requirements
	· Please confirm that you can meet all requirements within the required timescales
· Please provide a project plan that details how you would deliver the required outcome
	

	Delivery Methodology for the Overall Project
	· Please detail your proposed approach to deliver this project
· Please provide details of your delivery assurance processes
	

	Delivery Team
	· Please provide CVs for your proposed delivery team
	

	Business Continuity
	· Please outline what Business Continuity arrangements that will be in place to ensure consistency of supply, likely to be impacted by (but not limited to):
· Natural disaster
· Loss of information technology
· Global pandemics
· Adverse weather conditions
· Industrial disputes/staffing shortages
· Receivership
· Loss of premises
	

	Any Other/Specific criteria
	· 
	




Scoring Descriptors
	Scoring Grade
	Descriptor 
	Numeric Score
	% Score

	Unacceptable
	Unanswered or failed to adequately address the requirement
	0
	0

	Poor
	The information submitted is very limited, inconsistent with the rest of the submission, and/or no supporting documentation has been provided
	1
	20

	Fair
	The information submitted is limited, has some inconsistencies with the rest of the submission and/or insufficient supporting documentation has been provided.
	2
	40

	Satisfactory
	Satisfactory response to the requirements which provides adequate evidence but contains inconsistencies.
	3
	60

	Good
	Good response to the requirements which provides evidence which is clear but 'has minor inconsistencies.
	4
	80

	Excellent
	Excellent response to the requirements which provides detailed evidence which 'is clear, complete and consistent.
	5
	100
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