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SITE VISIT CHECKLIST– ITT STAGE  (if applicable)
NOTE TO PROCUREMENT OFFICER  - 
Site visits by tenderers can be made to an Institution’s site during the tendering stage as detailed in the ITT in order to provide Tenderers with additional information e.g. where knowledge of the layout of site is necessary to enable tenderers to understand the requirements of the ITT, such as for furniture, fittings and equipment tenders in new builds. 

This is not part of the evaluation process.
Site visits may also be made to a tenderer’s site as part of the evaluation process as an award criteria as detailed in either the Contract Notice and/or ITT.  The focus must be on areas contained in the Statement of Requirements and not on just the characteristics of the tenderer (refer to guidance in the Commodity Profile & Strategy).

All site visits must be conducted in line with EC Treaty Principles regarding transparent and equitable treatment of suppliers. 

This template can be used for each type of visit.

Text in italics to be inserted/deleted if not applicable
Delete this box prior to issue

FRAMEWORK AGREEMENT FOR: [insert]
REF: [insert]
SITE VISIT CHECKLIST – [name of tenderer]
 AREAS TO BE ASSESSED 

[insert/delete items below as appropriate]
Purpose for visit:

Outline agenda:

Date of visit: 
Location of visit:

Attendees: Tenderer:


         APUC/UIG: 

1.  Equipment 
· Hardware demonstration

· Software demonstration

· Reports Facilities

· Working procedures

· Security Procedures

2. Service Delivery

· How telephone calls are dealt with
· Procedures for monitoring breaches
· Relationship / Interaction / Procedures between control centre staff and field staff
3. Fail Safe Mechanisms 

· Back-up Procedures

· Disaster Recovery Capability

· Business Continuity Plan

4.
Quality Controls
· Review of strategy/ongoing reviews 

5. Performance Measurement 
· proposal for ensuring compliance, including numbers employed, roles, and methods for accurate recording of performance failures

6.
Quality/documentation 
· evidence of procedures in tender in use inc. escalation procedures for problem resolution 

7. Monitoring 
· report contents, feedback/updating future service mechanisms 

8.   Staffing issues
· numbers, cover, capacity for addressing peaks/troughs, transition and implementation periods, calibre, interaction/relationship re: staff/attitudes 
9.   Communication 
· internal procedures, controls, security, feedback  
10. Any further information

11.  Results of Visit 

Record of Site Visit completed by:
	Name of Procurement Officer
	
	Date
	


1
APUC Limited, Registered Office: 14 New Mart Road, Edinburgh, EH14 1RL

Incorporated in Scotland SC 314764

VAT Registration Number 974 9816 54
V9 18th March 2010

