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	[bookmark: _Toc148507570]Introduction 
	


[bookmark: _Toc246913812]Company Background
National Museums Liverpool is one of the world’s leading museum organisations. 
We hold in trust and safeguard some of the world’s greatest museum collections, which are universal in their range. We are core-funded by central UK government, and we are the only national museum service in England based wholly outside London, so we have a unique fourfold role – we are the main museum service for Liverpool and Merseyside; the largest cultural organisation in the North West of England; and we operate at both national and international levels. 

Having played a pivotal role in the cultural, educational and economic life of Liverpool and the North West for more than 150 years, our success can be measured in terms of how well we combine this local and regional role with our national and international responsibilities. 

Our mission is to be the world’s leading example of an inclusive museum service. We believe in the concept of social justice; we are funded by the public and in return we strive to provide an excellent service to the whole of the public. We believe in the power of museums to change people’s lives. We work hard to be a free museum service and focus our venues, exhibitions and education resources to reach out, and to represent the diverse needs of our local communities.

National Museums and Galleries on Merseyside was established as a national museum as an incorporated Trustee Body by the Merseyside Museums and Galleries Order 1986, because of the outstanding quality of its collections. In 2003 the name was changed to National Museums Liverpool. Our origins go back to 1851 and the founding of Liverpool Museum.  NML is an exempt charity by virtue of Schedule 3 to the Charities Act 2011. 
NML has status as a Non Departmental Public Body (NDPB) sponsored by the Department for Culture, Media and Sport (DCMS).  The DCMS became the principal regulator of NML on 1 June 2010 and provides the majority of its revenue funding.
[bookmark: _Toc246913813]  
High Level Overview of Requirements
National Museums Liverpool will be bringing a high profile exhibition of the Terracotta Warriors to Liverpool from February to October 2018. High level advocacy has been undertaken through official visits of Her Majesty’s Ambassador to China (October 2016), and the Secretary of State for Culture Media and Sport (December 2016). Visit Britain will help support and promote the exhibition as one of the main cultural events in the UK in 2018. A public announcement of the exhibition was made in December which has resulted in a significant amount of media attention. The link below demonstrates one such example.
https://www.theguardian.com/uk-news/2016/dec/07/chinas-terracotta-warriors-to-return-to-uk-for-first-time-in-nearly-a-decade

The timing of the exhibition is perfect in terms of UK-China / China–UK relations and is regarded as being an expression of the recently declared “Golden Time” of cooperation between the two nations.
A fundraising commission is required to enable NML to maximise the potential of this high profile exhibition. The supplier will be expected to develop a portfolio of major and principal gifts prospects and be responsible for their identification, introduction, cultivation, solicitation and stewardship. The aim is to achieve fundraising of in excess of £1m.
Key requirements include strategic vision, an ability to develop and implement strategic plans, an ability to identify and work with professional and academic colleagues in the cultivation of prospects and in the solicitation of major gifts, a talent for maintaining donor interest in NML, excellent social skills and cultural understanding, and outstanding oral and written communication skills.
The requirements are set out as they are envisaged at present, but it will be important for the successful tenderer to be flexible and adaptable, and able to contribute to the development of the fundraising function within NML to support colleagues to develop their potential.
The commission will require significant proportion of time meeting current or prospective donors in the United Kingdom, although occasional overseas travel may also be required. The support services provided in the central NML Development Office (database, client relationship management, communications, and research) will be available to support.
The structure of the contract is for discussion but we envisage agreeing measurable outputs and a six-month review period.
The fundraiser will be expected to work closely with lead Trustee Ian Rosenblatt; and also with Sharon Granville, Executive Director Collections and Estate (who is leading negotiations in China and with the DCMS and Embassies), David Fleming, Director of National Museums Liverpool, and the incoming Chair of NML (from January 2017).

[bookmark: _Toc177963626][bookmark: _Toc177979132][bookmark: _Toc177979178][bookmark: _Toc177979471][bookmark: _Toc177979678][bookmark: _Toc177986855][bookmark: _Toc177810802][bookmark: _Toc246913814][bookmark: _Toc148507573]This Tender
Suppliers are asked to submit a formal tender for the commission of fundraising in relation to the Terracotta Warriors exhibition. Tendering is required by NMLs procurement processes that ensure that NML is adhering to Public Procurement guidelines. 
Please ensure Appendix A is read and all instructions followed.
[bookmark: _Toc178432481][bookmark: _Toc178432803][bookmark: _Toc178432910][bookmark: _Toc178433014][bookmark: _Toc148507574][bookmark: _Toc246913817]

	Instructions to Suppliers
	


0. [bookmark: _Toc148507575][bookmark: _Toc246913818]Basis of tender
The Supplier is requested to forward a proposal that will meet the requirements of NML, as detailed within this tender pack. 
This tender is not an offer to contract. Acceptance of a proposal neither commits NML to award a contract to any supplier, even if all requirements stated in this tender are satisfied, nor does it limit NML’s right to negotiate in their best interest. NML reserves the right to contract with a supplier for reasons other than the lowest price. Contract award will be post the tender process and may be awarded without discussions or negotiations
NML also reserves the right to cease discussions with any supplier from the date of submission of supplier tender.
Failure to meet a qualification or requirement in this tender will not necessarily subject a proposal to disqualification but may do so. 

[bookmark: _Toc148507578][bookmark: _Toc246913821]Confidentiality and Non-Disclosure
The information contained in this Tender (or accumulated through other written or verbal communication) is confidential. It is for proposal purposes only and is not to be disclosed or used for any other purpose.
Information received by NML in this Tender will be held in strict confidence and will not be disclosed to any party, other than within NML and their engaged consultants if appropriate, without the express written consent of the supplier. 
NML undertakes not to publicise any information obtained during this Tender process, either generally or to any other suppliers involved in the Tender. Additionally, there will be no obligation on the part of NML to share any of the results or conclusions of the Tender process with any supplier.

0.1 [bookmark: _Toc88883821][bookmark: _Toc148507579][bookmark: _Toc246913822]Cost of Preparation
NML will not accept any liability or responsibility for any costs incurred by the supplier in preparing this Tender document or any associated work effort.

0.2 [bookmark: _Toc246913823]Oral Agreement or Arrangements
Any alleged oral agreements or arrangements made by the vendor with any NML agent or employee will be disregarded in any proposal evaluation or associated award.

0.3 [bookmark: _Toc246913824]Independent Price Determinations
The vendor shall warrant, represent, and certify that the following requirements have been met in connection with their proposal for this tender:
The costs proposed have been arrived at independently, without consultation, communication, or agreement for the purpose of restricting competition as to any matter relating to such process with any other organisation or with any competitor;
Unless otherwise required by law, the pricing proposed has not been knowingly disclosed by the vendor on a prior basis directly or indirectly to any other organisation or to any competitor; and
No attempt has been made, or will be made, by the proposed to induce any other person or firm to submit or not to submit a proposal for the purpose of restricting competition.

0.4 [bookmark: _Toc246913825]Payments against a Contract Award
Under no circumstances shall the successful supplier begin to perform under the contract prior to the effective date of the contract. NML shall assume no liability for payment of services under the terms of the contract until the successful vendor is notified that the contract has been agreed by both parties.

[bookmark: _Toc246913826]Questions and Additional Information
Formal queries concerning the content of this tender and the supplier’s submission should be submitted in writing by e-mail to Ian Lindsay (Ian.Lindsay@liverpoolmuseums.org.uk) with the subject title “Terracotta Warriors Fundraising Commission”.
Questions should be received no later than Noon (BST) on 03/01/2017. All responses to these questions will be given by Noon (BST) on 04/01/2017. 
Where questions are raised by suppliers and answers given clarify NMLs requirements for the tender, then these questions and answers will be shared with other suppliers responding to this tender.
Queries must not be directed through any other employee, contractor or consultant who is engaged as part of the tender working party. 

0.5 [bookmark: _Toc246913827]Vendor Misrepresentation or Default
NML may reject the proposal and void any award resulting from this tender to a vendor who makes any material misrepresentation in their proposal or other submittal in connection with this tender.

[bookmark: _Toc150845283][bookmark: _Toc150859245][bookmark: _Toc150865035][bookmark: _Toc148507583][bookmark: _Toc246913828]Target Timetable
The target timetable for this project is shown in the table below but suppliers must be aware that whilst every effort will be made to meet these dates, the timetable may change for operational reasons and suppliers will be notified accordingly.
	Step
	Task
	Date

	1.
	Tender issued
	15/12/2016

	3.
	Deadline for email Tender Questions
	03/01/2017

	4.
	Responses to clarification questions issued
	04/01/2017


	5.
	Deadline for Tender Response
	06/01/2017

	6.
	Supplier selection decision
	w/c 09/01/2017

	7.
	Notification to unsuccessful Bidder
	w/c 09/01/2017

	8.
	Provisional notification to Successful Bidder 
	w/c 09/01/2017

	9.
	Order Placed & contracts signed
	w/c 16/01/2017

	10.
	Contract Commencement
	w/c 16/01/2017



Note that all deadlines are at Noon on that business day.
We are targeting to complete the procurement exercise in its entirety in January 2017, and would therefore be hoping for a start to this commission within 5 working days of acceptance of the successful bid. 
[bookmark: _GoBack]
[bookmark: _Toc148507584][bookmark: _Toc246913829]Timing and Delivery
The supplier must provide a full submission by email. Bids should be in Microsoft Word, Excel and PDF format. The submission must include a copy of “T2 - Form of Tender”.
The submission must be made to Tenders@liverpoolmuseums.org.uk. To ensure that your submission is successful you should ensure that each email is less than 8Mb. Emails should be titled “Terracotta Warriors Fundraising Commission”. If multiple emails are sent the header should indicate they are “Part x of xx”.
Tender responses must be received no later than Noon on 6th January 2017. Any response received after this date and time may be discounted from further consideration. Any requirement that the supplier might have for proof of delivery is at the supplier’s discretion and cost.
No tender response will be opened until the deadline of Noon on 6th January 2016.
To enable an efficient and fair evaluation process this process must be strictly adhered to. 

Evaluation
The tender responses will be checked initially for compliance with this ITT and for completeness. Responses that are not substantially complete and/or complaint may be rejected. During the evaluation period, NML reserves the right to call for further information from the bidders to assist in its consideration of their responses.
The tender responses will be evaluated according to the following criteria, to determine the highest scoring responses. :

	Element of Evaluation
	Max Score Available

	Experience of successful fundraising for similar projects
	30

	Demonstration of ability to develop fundraising strategy and turn into reality
	25

	Evidence of relationships with potential prospects
	10

	Fundraising Accreditation and clear knowledge of fundraising legislation
	5

	Cost competitiveness
	30

	Total
	100


[bookmark: _Toc178432485][bookmark: _Toc178432807][bookmark: _Toc178432914][bookmark: _Toc178433018][bookmark: _Toc177979136][bookmark: _Toc177979182][bookmark: _Toc177979475][bookmark: _Toc177979682][bookmark: _Toc177986859][bookmark: _Toc177979137][bookmark: _Toc177979183][bookmark: _Toc177979476][bookmark: _Toc177979683][bookmark: _Toc177986860][bookmark: _Toc178432488][bookmark: _Toc178432810][bookmark: _Toc178432917][bookmark: _Toc178433021][bookmark: _Toc178432522][bookmark: _Toc178432844][bookmark: _Toc178432951][bookmark: _Toc178433055]

[bookmark: _Toc246913835]3. Statement of Requirements
The supplier is required to prepare its proposal and pricing based on the information presented in this tender. Any assumptions that the supplier makes must be clearly stated in the appropriate section.
The costs must be fully itemised and transparent.
If the supplier has additional information that is directly relevant to the stated requirements but not explicitly requested, this may be added to the end of the most appropriate section under the heading “Additional Information” or referenced out to appendices.

[bookmark: _Toc246913837]3.1	Company Background
3.1.1		Company Details
The supplier must provide the following information:
a) The registered name and address of the company
b) Details of any holding companies
c) The date the company was established
d) The main activities of the company
e) The proportion of the total business accounted for by the proposed services
f) The number and location of offices, identifying the main functions of each
g) Insurance details (Professional Indemnity cover, Employers Liability cover, IPR cover)
h) Company accreditations (professional body accreditations and trade body accreditations but excluding awards)
i) Certifications and last audit dates, e.g. ISO9000 / 9001
j) An organisation chart that highlights those functions that would be involved in the delivery and subsequent support of the proposed services
k) The quality assurance mechanisms employed by the supplier
l) Describe any recent mergers or acquisitions
m) Detail any significant partnerships that will be used to deliver the proposed services. Detail the specific nature of each partnership and describe the commercial and contractual implications
3.2.2		Financial Information
The supplier must provide audited accounts for the last three financial years.
3.2.3		Reference Clients
As part of the selection process NML will require to contact existing customers of the supplier for similar solutions. The supplier must select 2 reference clients and provide the following contact information:
a) Company name and address
b) Description of solution provided
c) Key contact name, title, and contact information
NML undertakes not to contact any reference company without arranging such contact via the supplier’s Account Manager first.

[bookmark: _Toc246913846][bookmark: _Toc148507613]






4. Requirements Specification
Commission Brief
The appointment is to be in accordance with the standard form contract attached and shall be inclusive of any associated costs. 

The successful supplier will be required in the tender response to evidence their ability to meet the following requirements:
Fundraising

· Devise and implement an effective fundraising strategy for the exhibition.
· Achieve agreed fundraising targets for exhibition sponsorship, corporate and individual giving.
· Structure and agree a tiered benefits package for donors from major sponsors to smaller 	contributors.
· Provide a list of key prospects and secure introductions with key decision makers to pitch the 	opportunity.
· Ensure follow up and stewardship of prospects beyond the “ask”.
· Build and retain a network of financial supporters for NML and implement solicitation strategies to 	secure private gift support.
· Ensure current and accurate records of all fundraising activity are kept
· Ensure formal funding and sponsorship agreements are complete, meeting all statutory 	requirements.
· Prepare and present reports and briefings to internal and external sources as required.
Management 
· Attend and oversee the arranging of high profile events as part of the solicitation and stewardship 	process.
· Support effective financial budgetary control in line with NML’s financial regulations.
Communication and External Responsibilities
· Communicate effectively within NML to ensure that the fundraising is supported by the 	departments that will be most closely involved in their successful delivery.
· Ensure effective use of social media and other new technologies to support fundraising goals.
Other Requirements
· Develop and lead the delivery of the cultivation and stewardship programme for sponsors, donors 	and supporters as it relates to special projects.
· Liaise with and support the trustees and senior staff and the project teams working in this area.
· Lead on the development of relevant printed fundraising and advocacy material.
· Ensure that all income and sponsorship are recorded and accounted correctly and within the law.
· Ensure that pledge payments, Gift Aid and VAT are dealt with correctly and timely.
· Ensure the correct crediting and servicing of donors in relationship to the opening and launch and 	related issues are dealt with promptly and accurately.
· Maintain current fundraising practises, procedures and relevant legislation affecting fundraising 	activities.
· Any other duties appropriate to the post and in line with the needs of NML.
The supplier must also:
·     Uphold NML’s commitment to Equality and Diversity and promote non-discriminatory practices in 		all aspects of work undertaken.
·     Work within NML’s health and Safety Policies and procedures, Access Policy as well as other 		    appropriate practises and guidelines.



Costs
· A full breakdown of all costs is to be provided

· This document details baseline requirements for the new contract. This is not meant to be an exhaustive list of requirements but it will however serve to identify suitable solutions and suppliers. NML reserves the right to modify its requirements at any time.

· Please provide details of any potential extra costs.

Communication

· Formal queries concerning the content of this tender and the supplier’s submission should be submitted in writing by e-mail to Ian Lindsay (Ian.Lindsay@liverpoolmuseums.org.uk) with the subject title “Terracotta Warriors Fundraising Commission”.
· Questions should be received no later than Noon (BST) on 03/01/2017

· Communications regards return of tenders should only be sent to Tenders@liverpoolmuseums.org.uk
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Appendix A		INSTRUCTIONS TO TENDERERS

1. Tenderers shall treat the details of the tender documents as private and confidential.

2. The tender response should include a completed copy of the Form of Tender incorporated in the tender documents.  It should be signed by the Tenderer and returned together with completed copy of the Bills/Specification/Programme where requested.

3. Tenders should be returned by email to Tenders@liverpoolmuseums.org.uk with a header of “Terracotta Warriors Fundraising Commission Tender Response” so as to arrive not later than the date stated in the tender specification.

4. No unauthorised alteration or addition should be made to the Form or Tender or any component of the Tender Documents.

5. No Tender received after the fixed date shall be considered.

6. Tenders must be submitted strictly in accordance with the Tender Document, i.e. without qualification.  Any point of doubt should be cleared with the Contract Administrator as appropriate.

7. NML does not bind itself to accept any tender; neither will any remuneration be paid for the preparation of the tender.

8. NML is not bound to accept the lowest or any tender.

9. The successful Tenderer will be required to produce for examination before the contract is signed all Insurance Policies that are relevant to the Contract.

10. Tenderers may add extra information at the end of the tender or in attached documents if they consider this to be useful and informative in relation to their proposals.

11. If the Tenderer intends sub-contracting any of the works, notice in writing must be provided detailing the names and addresses of the sub-contractors to be employed.

12. Tenderers should provide a simple summary of all costs in one place. A total cost should be provided along with a breakdown of all modular components. All costs should be clearly identified. One off costs and continuing running costs should be clearly distinguished.

13. As an exempt charity and an educational institution funded by government (DCMS). NML generally qualifies for academia, educational or charity pricing schemes offered by many IT suppliers and manufacturers and this must be taken into account when tendering.

14. It is the Tenderer’s responsibility to study the contract documents carefully and seek clarification of any discrepancies, ambiguities or other aspects that do not appear to be clear before submitting the tender.

15. The completed Form of Tender is to be returned by email to Tenders@liverpoolmuseums.org.uk by noon on 6th January 2017.
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