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Invitation for proposals for services



REF: HLF 239
Dear Sir/Madam, 

We would like to invite you to submit a proposal for carrying out the following work: design a new set of application guidance documents and read-only application forms.  
The Request for a Proposal document below provides details about our requirement. 
The submission deadline for proposals is 5pm on 2 August. 

We look forward to receiving your proposal.

Yours faithfully

Susannah Evans

Publications Manager

Susannah.evans@hlf.org.uk 
Request for a Proposal: design of application guidance documents and application forms
Aim 
The Heritage Lottery Fund is seeking a suitably qualified service provider to provide design development, design and typesetting of a new set of application guidance documents and read-only application forms.
Background
From the archaeology under our feet to the historic parks we love, from precious memories to rare wildlife… we use money raised by National Lottery players to help people across the UK explore, enjoy and protect the heritage they care about. 

For further information about HLF and the projects we have funded, please visit the HLF website (www.hlf.org.uk).

In early 2019 the Heritage Lottery Fund will begin a new, five-year Strategic Funding Framework that sets out how we will distribute National Lottery good causes money to the heritage sector. 

Our vision is that: “HLF should inspire, lead and resource the UK’s heritage to create positive and lasting change for people and communities.”

We’ll be producing application materials to support applicants to apply for funding. We will be producing three application guidance documents (approximately 12 pages) and three printable application forms (read-only version approximately 15 pages – applicants will only be able to apply online). Each guidance document and application form will have the same look and feel and largely the same content, with some slight differences and additions. 
Application guidance documents for our current programmes are available online:

Application guidance document example
Application form example
(Please note that the examples above are for our current programme offer and not an indication of the style or design we are commissioning.)
The requirements

We wish to commission a provider to:

· use draft copy supplied in Word documents to create three design concepts for the new suite of publications (two-three sample pages of one of the application guidance documents and one page of the application form). 

· follow our brand guidelines to create designs using our colour palette, fonts etc

· develop chosen design concept and typeset final copy 

· simple infographic creation (simple infographic/illustrated flow chart to be included in each application guidance document – same graphic in each, perhaps with amended information)

· incorporating several rounds of author’s amends 

· provide web-accessible PDFs of the publication (please see section on accessibility for more information)
· provide editable, accessible source documents in InDesign format for HLF to make minor text edits in the future. 
· Typeset Welsh content (using same design as original English version), providing web-accessible versions and source files on sign off
Graphic elements
Some elements that may be included in the publication:

Pull-out boxes

Checklists

We would like all the documents to have the same or similar style front cover – possibly with images. 

The documents may include tables and other visual displays of information (including infographics and/or flow charts) 

Accessible documents

Accessibility of publications is a high priority for the Heritage Lottery Fund. We make sure that the publications on our website are fully accessible to screen readers as per PDF/UA (ISO 14289) minimum.
A PDF is only as accessible as the document it is created from. Therefore the chosen designer will need to make sure that all design work they create takes account of accessibility from creation. We will be looking to receive accessible InDesign documents as source files. 

Creating an accessible source file enables the document to convert into an accessible PDF.

When a document is converted into a PDF, it’s tagged. The PDF tag tree reflects the structure of the document, and it’s this structure that assistive technologies like screen readers use to navigate the document. 
You will be required to check your file before publication to ensure accessibility. You can do this through Acrobat Pro. The document will need to pass the full check for WCAG 2.0 Level AA without any warning and manual checks carried out. 
Accessibility criteria includes, but is not exclusive to:

· Document language needs to be allocated

· All content must be tagged, marked as an artefact (background content), or removed from the tag tree

· Accessible PDFs need to have logical reading orders

· Reading order needs to be based on the structure of the tag tree

· Empty tags to be removed

· Tables should be given proper structure

· Links are to be made active and tagged

· Images are to have tags, descriptions and alt text

If you do not have the in-house skills to create fully-accessible PDFs and source files and need to out-source this part of the project, please include these costs in your quote. It is the responsibility of the designer to ensure complete accessibility of documents. 

If the documents do not pass the accessibility checker at HLF, amends will need to be made to ensure publication of accessible document. For more information about creating accessible PDFs, see the Government Service Design Manual: https://www.gov.uk/service-manual/user-centred-design/resources/creating-accessible-PDFs.html . For more information about embedding accessibility in the source document, please contact Susannah.evans@hlf.org.uk 
Contract duration

The term of the contract is two months from 3 August. 
Proposal submissions

Service providers who would like to be considered for this opportunity should provide a submission not exceeding five pages including:

1. Details of relevant experience, including links or attachments of at least two examples of relevant previous work. Please also include examples of fully accessible publications that you have created.

2. Their proposals for meeting the Fund’s requirements to time and to budget
3. Completion in full of the Invitation for Proposal Response Pricing Template set out below. 
Please, acknowledge receipt of this Invitations by return to indicate whether you intend to bid or not, or simply return your quotation. If you intend to bid but cannot quote by return, please let us know when you will be able to.
The Fund will select the proposal that offers the Fund the best value for money solution (in terms of quality and price) for meeting its requirements.

PRICING TABLE for application guidance documents: (firm and fixed costs)
	Cost
	Cost
	Total fees

	Three design concepts for suite of application guidance documents and development of one idea across three documents
	
	

	Typesetting content for three application guidance documents (English)
	
	

	Up to three rounds of author’s amends per document
	
	

	Design a simple infographic for inclusion in the guidance document (price for one)
	
	

	Typesetting Welsh content for three application guidance documents 
	
	

	Providing fully screen-reader-accessible, tagged and web-friendly PDFs
	
	

	Providing accessible source files to HLF
	
	

	Any additional costs: account handling etc (please list below)
	
	

	
	
	

	
	
	


PRICING TABLE for application form (read only): (firm and fixed costs)
	Cost
	Cost
	Total fees

	Provide three design concepts for suite of application forms (based on overall design of application guidance documents), implementing feedback on design from HLF
	
	

	Typesetting content for three application forms (English)
	
	

	Up to three rounds of author’s amends per document
	
	

	Typesetting Welsh content for three application forms
	
	

	Providing fully screen-reader-accessible, tagged and web-friendly PDFs
	
	

	Providing accessible source files to HLF
	
	

	Any additional costs: account handling etc (please list below)
	
	

	
	
	


	Cost Type
	Value (£)

	Sub - Total 
	

	VAT
	

	Total*
	


TERMS AND CONDITIONS OF CONTRACT

1.  DEFINITIONS
The Fund means the National Heritage Memorial Fund.

The Contract means the Fund’s request for services, the Supplier’s response to the request for services (“Supplier’s Response”) and these terms and conditions with Schedule One -Specification. This Contract constitutes the entire Contract between the parties hereto. For the avoidance of doubt, the Contract can only be amended in writing by the Fund's representative.

The Supplier means the company, firm, body or person to whom the Fund’s request for services is addressed.

The Supplies means all goods or services provided to the Fund by the Supplier in execution of this Contract and as per the description set out in the Fund’s request for services. 

2.  PRICE

The price shown in the Supplier’s Response is firm and is the total price for the Supplies including delivery and all labour, materials, equipment, overheads, all royalties, licence fees or similar expenses for the supply or use of any invention, process, model or information and all other costs of the Supplier in connection with the Contract for full and proper performance by the Supplier.

3. PAYMENT

Invoices, accompanied by all necessary documentation, shall be submitted to the Fund's representative. Payment shall be made 30 days (unless otherwise agreed in writing by HLF) after delivery of all items under the Contract and certification of satisfactory quality signed by the Fund's representative. Payments may be withheld or reduced by the Fund in the event of unsatisfactory quality without prejudice to the other rights of the Fund under the Contract.

4. AUDIT AND RECORDS
The Supplier shall maintain true and correct records including accountancy information in connection with the work of the Supplier in executing this Contract. The Supplier shall retain such records for a period of not less than twenty-four months after completion of the Services.

The Fund may from time to time make an audit of all records of this Contract. Where the Fund elects to undertake an Audit, the Supplier shall be given reasonable notice of the Fund's intention. Statutory retention periods for financial and other records are not affected nor altered by this condition.

5. NATIONAL AUDIT OFFICE ACCESS

For the purpose of:

a. the examination and certification of the Fund’s accounts; or

b. any examination pursuant to section 6(1) of the National Audit Act 1993 or any re​enactment thereof of the economy, efficiency and effectiveness with which the Fund has used its resources
the Comptroller and Auditor General may examine such documents as he may reasonably require which are owned, held or otherwise within the control of the Supplier and may require the Supplier to produce such oral or written explanation as he considers necessary.

6. REPRESENTATIVES

For the purpose of this Contract the Fund's representative shall be the person requesting the services on the Fund’s behalf. 

7. FREEDOM OF INFORMATION

The Supplier shall make available at its own cost any information reasonably requested by the Fund in connection with the Supplier’s performance under this Contract and shall allow such access to its premises and contact with its employees as is necessary for these purposes. The Fund may share information about this Contract with other Lottery distributors, Government departments and other organisations with a legitimate interest in Lottery funding as well as with members of the public who make a request for information of the Freedom of Information Act 2000.

In particular, the Supplier shall and shall procure that its employees or sub-contractors shall provide all necessary information and assistance as reasonably requested by the Fund to enable the Fund to respond to any request for information it receives and in compliance with the provisions of the Freedom of Information Act 2000.

The Fund shall be responsible for determining in its absolute discretion whether any commercially sensitive information or other information is exempt from disclosure or may be disclosed either without consulting the Supplier or following consultation with the Supplier and having taken its views into consideration.

8.CONFIDENTIALITY

Without prejudice to the application of the Official Secrets Acts to any such information the Supplier undertakes:

8.1
that any information, obtained in the course of the execution of the contract is confidential and shall be used by the Supplier solely for the purposes of the Contract and shall not at any time be disclosed without the consent of the Heritage Lottery Fund.

8.2
to provide all necessary precautions to ensure that all information is treated as confidential and not disclosed as aforesaid.

8.3
that any technical information that is clearly designated as confidential and received by the Supplier under the Contract shall be treated in accordance with the provisions of this paragraph 8.1from receipt thereof.  Nothing therein shall be so construed as to prevent the Supplier from using data processing techniques, ideas, knowledge etc. gained during the performance of the Contract in the furtherance of its normal business, to the extent that this does not result in the disclosure of confidential information or a breach of any valid patents, third party rights or copyrights of the Heritage Lottery Fund.

9. PUBLICITY
The Supplier shall not communicate with representatives of the general or technical press, radio, television or other communications media unless specifically granted permission to do so in writing by the Fund's representative. In response to any media or other enquiries relating to the Fund, the Supplier will refer the caller to the Fund’s representative, and will inform the representative of the enquiry as soon as practicable.

10. SAFETY

The Supplier shall be responsible for the observance by himself, his employees and subcontractors of all safety precautions necessary for the protection of himself, his employees, subcontractors and any other persons including all precautions required to be taken by or under any Act of Parliament including any regulations or bye-law of any local or other authority. He shall co-operate fully with the Fund to ensure the proper discharge of these duties.

11. WAIVER

The failure of either party at any time to enforce any provision of the Contract shall in no way affect its right thereafter to require complete performance by the other party, nor shall the waiver of any breach of any provision be taken or held to be a waiver of any subsequent breach of any such provision or be a waiver of the provision itself.

12. TERMINATION

The Fund may terminate this Contract if the Supplier fails to perform any of its obligations under this Contract and such failure continues for a period of 7 days after written notice thereof. If the Supplier is involved in any legal proceedings concerning its solvency, then the Fund shall have the right to terminate this Contract immediately.

13. INTELLECTUAL PROPERTY RIGHTS

Subject to the rights of third parties and to the rights of the Supplier arising otherwise than by virtue of the Contract, all rights in the results of work undertaken by or on behalf of the Supplier for the purpose of the Contract, including any software, data, reports, servicing schedules, drawings, specifications, reports, designs, inventions or other material produced or acquired in the course of such work and the copyright therein shall vest in and be the property of the Fund, who reserves the right to determine whether the result of the work shall be published and, if so, on what conditions and the Supplier shall ensure where necessary that he secures the right to effect such vesting.

14. ROYALTIES 

All royalties, licence fees or similar expenses for the supply or use of any invention, process, drawing, model, plan or information in connection with the Contract shall be deemed to have been included in the Contract Price. 

15. INDEMNIFICATION

The Supplier shall indemnify the Fund from and against aII claims and proceedings that may be made against the Fund, and any damages, costs and expenses incurred by the Fund in respect of any such supply or use.

16. INDEPENDENT SUPPLIER

The Supplier shall at all times during the term of this Contract be an Independent Supplier with respect to the Fund and nothing in this Contract shall be construed as creating at any time the relationship of employer and employee between the Fund and the Supplier in case the supplier is an individual; and in case the supplier is a company nothing in this Contract shall constitute a partnership or joint venture between the Parties. 

17. JURISDICTION

This Contract is governed by and shall be interpreted in accordance with the laws of England and Wales.

18. NON-SOLICITATION
For the duration of the Contract and for a period of up to six months after the end of the Contract or earlier termination of the Contract, neither party shall employ or offer employment to any of the staff of the other party who have been associated with the delivery of the Services without prior agreement in writing.

Company Name______________________________________
Signature _______________________

Name: _________________________

Title of Signatory  _________________________

Date: _______________________________
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