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CONTRACT NUMBER: NHMF 289

Organisation	National Heritage Memorial Fund
Department	Business Delivery Support Services Team 
Title of procurement	IMS L&D Provider
Brief description of supply	Provision of Services - Learning & Development
Learning and development interventions will support the rollout and delivery of the Funds new Investment Management System.	
Estimated value of tender	£25,000
Estimated duration	6 – 7 weeks
Name of NLHF Contact	Daniel Taylor, Learning and Skills Development Manager

Timetable	Response deadline by 5pm: 8th January 2021 
	Clarification Questions by 5pm: 4th January 2021
	Answers Provided: by 5pm: 5th January 2021 
	Interviews: 15th January 2021
	Confirmation of Tender: w/c 15th January 2021
Contract start 27th January 2021
Delivery of Tender: February - March 2021



1. 	Context
The Heritage Lottery Fund (NLHF), now the National Lottery Heritage Fund was set up in 1994 under the National Lottery Act and distributes money raised by the National Lottery to support projects involving the national, regional and local heritage of the United Kingdom. We operate under the auspices of the National Heritage Memorial Fund (NHMF). Since April 2013 we have been operating under our current Strategic Framework: ‘A lasting difference for heritage and people’. See the NLHF website for more details.

NLHF invests in the full breadth of the UK’s heritage and, through our funding, we aim to make a lasting difference for heritage and people. This is reflected in the outcomes for heritage, people and communities which underpin our grant-making.

NLHF has implemented an IMS project which represents a significant change to our business process underpinned by a new management system to support all our grant giving and investment (lottery and non-lottery funded). The system is based on the SalesForce platform and is one of the final parts of the Business Transformation programme. It embeds the change and new structures within the core investment delivery system, is user focused at its core, with an aim of resulting in a consistent, straightforward and accessible service from the seed of a project idea to post completion contract compliance and changes. 

The IMS programme has been impacted by Covid and refocusing of the team on the emergency responses and grant in aid programmes.  Due to this we have a fixed window (March 2021) in which to launch the system to colleagues across the UK along including designing documentation, supporting elearning and face to face delivery of development sessions (via MS TEAMS). A detailed delivery schedule, subject to agreement, is below.

2. 	Delivery Proposal 

Our requirement is for an individual to provide support as follows, although this is subject to agreement:

· Overview / Introductions: You will be able to meet the Digital Design Support Team who are delivering the project as well as an overview of the project from Alice Kershaw, Head of Investment Services and Daniel Taylor, Learning and Skills Development Manager on 15th February 2021 and other key people.

· Personal Briefing: We will provide a personal briefing on the system with one of our developers on 16th February 2021 so that you have an understanding of the SalesForce system. We believe one day is sufficient due to the accessibility of the system. Ongoing support is available for questions by members of the Digital Design Support Team. 

· BETA Test Date: Late February 2021, but potentially week commencing 22nd February 2021. This will be an initial launch with one team to build on a previous test in January 2020, pre Covid. 

· Knowledge Briefing: Alice Kershaw, Head of Investment Services and Daniel Taylor, Learning and Skills Development Manager along with support from Jamie McGarrigle, Product Owner – Investment Management System will deliver a Knowledge Briefing at 11am on 3rd March 2021 to the Fund which you can attend in order for colleagues to be introduced to you. No delivery is required. 

· Design of guidance / e-Learning materials: Katherine Wynn, Investment Improvement Manager will provide direction on what this will look like, so it’s in our house style and will project manage this part of the process with final sign off by Ellie Craven, Product Owner, Open Programmes. We will require accessible documentation such as infographics, intranet pages etc. to be provided along with “walk-through” videos which will be housed on the Knowledge Hub, our internal place for guidance, support and development. The Fund will have copyright on these. Support from Maryann Soper, Knowledge Hub Manager and Katherine Wynn, Investment Improvement Manager who will create the relevant pages, plus these will need to be translated into Welsh with support from Liam Ellis, Welsh Language Manager. 

· Delivery of sessions: We are aiming to have the session delivered via MS TEAMS from 15 March 2021 through to 2nd April 2021. These will be delivered in a blended approach and we have a draft plan to support this, but it is expected that the successful provider will adapt this to your style. 

These will primarily be delivered region by area, country or region, to support cohort learning and a couple of “mop up sessions”. This will be agreed and planned in early January 2021.
· The delivery will not be the same for all, but skewed to what each team will need to know. As an example: 
· Investment Team will need to understand how to use the processes from allocation through assessment to decision
· Engagement Team will need to know more about the CRM functionality and the pre application support
· Business Support Team will need to understand the administration of payments and checking in applications.

· Final versions of guidance / e-learning materials: The initial versions to be created during 22nd February 2021 and 15th March 2021 with a final delivery by 9th April 2021. This is due to ongoing iteration during the launch based on feedback from colleagues, although this is expected to be minimal. 

· Community of Practice: We will be using MS TEAMS to support a “community of practice” to allow questions to be raised and responded to by the Digital Design Support Team or colleagues across the Fund. We will be able to provide limited access to TEAMS for this purpose. 

· Evaluation / data: A key requirement is the collection of data to establish impact of the delivery of the IMS training. 

3. 	Tender Submission
Providers’ who would like to be considered for should provide a submission not exceeding 4 pages including:

· Proposal  for meeting the Fund’s requirement, explaining your experience / qualifications. 
· Demonstrate experience of delivering online, blended development sessions via MS TEAMS. Please include how you would make these sessions interactive and engaging, taking into account the topic. 
· Demonstrate experience of creating engaging eLearning content, such as videos, infographics, or short animations. 
· A key part of the proposal is the written guidance, which needs to be written in a friendly, engaging and non-technical style. Please demonstrate experience and examples of doing this. Include a cost per one thousand words, as we are in the process of understanding the level of guidance needed. 
· Provide a detailed breakdown of your charges, by completing in full the Invitation for Proposal Response Pricing Template set out below.

We will select proposals that offer the Fund the best value for money solution (in terms of quality and price) for meeting our requirements. 
Bids will be scored out of 100%. 

50% of the marks will be awarded to Quality 
Each question will be scored using the methodology in the table below.  
Tender responses submitted will be assessed by NLHF against the following Quality Questions:- 
1. To what extent does the tender response demonstrate an understanding of what is required?
1. What is the extent of the experience of delivering similar training within the sector?
[bookmark: _Toc36127326]Quality Questions scoring methodology
	Score
	Word descriptor
	Description

	0
	Poor

	No response or partial response and poor evidence provided in support of it.  Does not give the NLHF confidence in the ability of the Bidder to deliver the Contract.

	1
	Weak

	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Bidder to deliver the Contract.

	2
	Satisfactory

	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Bidder to deliver the Contract.

	3
	Good

	Response is comprehensive and supported by good standard of evidence. Gives the NLHF confidence in the ability of the Bidder to deliver the contract. Meets the NLHF’s requirements.

	4
	Very good

	Response is comprehensive and supported by a high standard of evidence. Gives the NLHF a high level of confidence in the ability of the Bidder to deliver the contract. May exceed the NLHF’s requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives the NLHF a very high level of confidence the ability of the Bidder to deliver the contract. May exceed the NLHF’s requirements in most respects.



50% of marks will be awarded for Price.

The evaluation of price will be carried out on the Schedule of charges you provide in response to Table A

[bookmark: _Toc36127327]Price Criterion at 50%
· 50 marks will be awarded to the lowest priced bid and the remaining bidders will be allocated scores based on their deviation from this figure. Your fixed and total costs figure in your schedule of charges table will be used to score this question.
· For example, if the lowest price is £100 and the second lowest price is £108 then the lowest priced bidder gets 50% (full marks) for price and the second placed bidder gets 46% and so on. (8/100 x 50 = 4 marks; 50-4 = 46 marks)
· The scores for quality and price will be added together to obtain the overall score for each Bidder.
[bookmark: _Toc36127328]Table A - Schedule of Charges
Please show in your tender submission, the number of staff and the amount of time that will be scheduled to work on the contract with the daily charging rate. 
Please complete the table below providing a detailed breakdown of costs against each capitalised description, detailing a total and full ‘Firm Fixed Cost’ for each element of the service provision for the total contract period. Bidders may extend the tables to detail additional elements/costs if required.
VAT is chargeable on the services to be provided and this will be taken into account in the overall cost of this contract.
As part of our wider approach to corporate social responsibility the National Heritage Memorial Fund/National Heritage Memorial Fund prefers our business partners to have similar values to our own. We pay all of our staff the living wage (in London and the rest of the UK) and we would like our suppliers and contractors to do likewise. Please highlight in you proposal/tender/bid whether you do pay your staff the living wage.
Bidders shall complete the schedule below, estimating the number of days, travel and subsistence costs associated with their tender submission.
TABLE A: (firm and fixed costs)
	Cost
	Post 1 @cost per day
(No of days)
e.g. Project Manager/ Director
@ £2
	Post 2 @cost per day
(No of days)
e.g. Senior Consultant/manager/researcher
@£1.5
	Post 3 @cost per day
(No of days)
Junior 
Consultant/equivalent 
e.g. £1
	Total days
	Total fees

	Inception meeting to agree plans and finalise requirements with the Fund
	Example 0.5
	1
	1.5
	3
	£4

	[Add as necessary]
	
	
	
	
	

	[Add as necessary]
	
	
	
	
	

	[Add as necessary]
	
	
	
	
	



	Cost Type
	Value (£)

	Sub - Total 
	

	VAT
	

	Total*
	



* (This must include all expenses as well as work costs; this figure will be used for the purposes of allocating your score for the price criterion and must cover the cost of meeting all our requirements set out in the ITT)
Notes: 	NLHF reserves the right to clarify quality and prices and to reject tenders that demonstrate an abnormally low quality response. NLHF also reserves the right to amend the timetable of work where required.
You should not submit additional assumptions with your pricing submission. If you submit assumptions you will be asked to withdraw them. Failure to withdraw them will lead to your exclusion from further participation in this competition.
[bookmark: _Toc36127329]6. 	Procurement Process
6.1 NLHF reserves the right to reject abnormally low scoring tenders. NLHF reserves the right not to appoint and to achieve the outcomes of the research/evaluation through other methods.
6.2 The procurement timetable will be:
	Response deadline by 5pm: 8th January 2021 
	Clarification Questions by 5pm: 4th January 2021
	Answers Provided: by 5pm: 5th January 2021 
	Interviews: 15th January 2021
	Confirmation of Tender: w/c 15th January 2021
Contract start 27th January 2021
Delivery of Tender: February - March 2021

· *NLHF will upload response to clarification on Contract Finder.  Please note that we will make the anonymised questions, and our responses to them, available to everyone.

· **We reserve the right to carry out clarifications if necessary; these may be carried out via email or by inviting bidders to attend a clarification video meeting.  In order to ensure that both NLHF’s and Bidder’s resources are used appropriately, we will only invite up to three (the ultimate number will depend on the closeness of the scores) highest scoring bidders to attend a clarification meeting.  Scores will be moderated based on any clarifications provided during this meeting.  You are responsible for all your expenses when attending such meetings.

6.3 Your tender proposals must be sent electronically via e-mail ONLY before the tender return deadline of 5pm, 8th January 2021 to the following contact:
Daniel Taylor
National Lottery Heritage Fund
Mezzanine Floor (North)
International House
1 St Katharine’s Way
London
E1W 1UN
Daniel.Taylor@heritagefund.org.uk
6.4 Please visit https://www.heritagefund.org.uk for further information about the organisation.
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