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Tender for contract to: 
Move archival and library material from the National Army Museum, Offsite Store, Stevenage to The National Amy Museum, Chelsea.
and
Move archival and library material from the Grenadier Guards Headquarters to the National Museum Offsite Store, Stevenage. 
Scope of Works.
1. The National Amy Museum (NAM) wishes to appoint a company to move paper based collection material (books, archives, periodicals, photographs and photograph albums) and several plan chests from the main an offsite storage site in Stevenage to the main museum site in Chelsea.  In addition, there is also archival material that needs to be collected from the Grenadier Guards Regimental Headquarters and transported to the Offsite Store in Stevenage. It is intended that the project will be carried out in two phases.
a. Phase 1 - The move from NAM, Stevenage to NAM Chelsea  
The largest part of the project is to move the material, which consists of paper, based collections (books, archives, periodicals, photographs and photograph albums etc.) and approximately 4 plan chests.
The material to be moved is situated principally in the Archive Store in Stevenage with a very small amount located in the temporary Templer Study Centre Room at Stevenage. 
The Stevenage Archive Store is situated at first floor level and is accessible by two sets of stairs (there is no lift access). As the Archive Store is a mezzanine level within a larger unit there is a third access point in the form of a balcony with double doors that could – for example – be utilised if a fork lift was used. The temporary Templer Study Centre Room is located on the ground floor.
The majority of this material will be packed in boxes or crates by NAM staff prior to its transportation however, there will be a requirement for the assistance of the contractor with this (particularly with regard to the book collection).
The material will be moved to a custom-built Archive Store within the Museum at Chelsea.  It is requested that all boxed collection material is placed/unpacked on existing pre-built roller racking with NAM staff directing its location in the store. 
b. Phase 2 - The move from the Grenadier Guards to NAM Stevenage
The material to be moved comprises mainly of bound journals and boxed papers currently located at the Grenadier Guards Regimental Headquarters in London. These are to be relocated to NAM, Stevenage.
This phase is to be undertaken once material in move 1 (as outlined above) has been transported to NAM Chelsea and therefore there is space in the Stevenage store for its arrival.  The contractor will be required to move this material on to the racking system in the Archive Store in NAM, Stevenage.
Summary of Type/Quantity of Material:  
2. The move from NAM, Stevenage to NAM, Chelsea  
Archives:
· Approximately 2770 archive boxes (mainly 26 x 38 x 12cm).
· Approximately 115 linear metres of wrapped large outsize material (i.e. fits onto a shelf 37 x100 x 45cm).
· Up to approximately 50 small brown boxes e.g. 31.5 x 43 x 27cm of archival material taking up 17 linear metres.
· Approximately 200 drawer’s worth of plan chest material. Each draw contains material approximately 127 x 4 x 91cm.
· Approximately 4 metal plan chests. These measure 136 x 72 x 95cm each. 
Photographs:
· Approximately 520 photograph boxes (mainly 35.5 x 42 x 9cm).
· Approximately 1700 wrapped photograph albums currently stored vertically and taking up 110 linear metres.  A few metres of this comprises of exceptionally large and heavy albums but the others are on average A3/A4 size.
· Approximately 52 boxes of photograph albums (40 x 28 x 12.5cm).
· Approximately a dozen really large albums (e.g. 77 x 40 x 3.5cm).
· Approximately 20 boxes (28 x 40 x 8cm) of framed photographs.
Books:
· Approximately 162 Linear metres worth of books (Templar Study Centre Collection).
· Approximately 1000 linear metres worth of books and periodicals on open shelves (Main Library).
· Approximately 210 boxes containing periodicals (Main Library collection). Most of these (179) are in brown boxes 31.5 x 43 x 27cm but some in 32 x 32 x 44cm and 41 x 41 x 36cm boxes.  These currently equate to about 71 linear metres (with 3 boxes on a shelf).
· Approximately 75 boxes small boxes (typically 28 x 40 x 12cm) of rare books equating to approximately 12 linear metres.
3. The move from the Grenadier Guards to NAM, Stevenage
· There is approximately 37 linear metres of archival material (in its unboxed form). This comprises mainly of bound journals and a dozen small boxes (roughly 26 x 38 x 12cm).   It is anticipated that this collection will be boxed/crated by NAM staff prior to its collection for transportation.
Additional information to note:
· Where the number of boxes is quoted this shows that the material has been pre-packed by NAM staff prior to the move.  With the exception of particularly fragile material (such as the boxed photograph frames and rare books) it should not need additional boxing or crating and could, handled with care and not stacked too high, be palletized.
· Where information is given unboxed in linear metres, for the move to the main Chelsea Museum, these items will require boxing by either NAM or the contractor prior to the move.  Similarly this is also the case for wrapped items. 
· Best practice principles of collections care for the collection must be employed from handling practices, safe loads and provision for inclement weather when loading/unloading.  Systematic packing, loading and unpacking is a requirement to ensure aspects of the collection retain their order.
· Quantity, condition and amount of material can be viewed under arrangement at NAM, Stevenage and at The Grenadier Guards Regimental Headquarters.
Additional Information: 
4. As the NAM is currently packing these stores in preparation for transportation details relating to the total quantity of material, i.e. numbers of boxes/crates etc., is the closest possible approximation based on current estimates. While any increase or decrease in total quantity is expected to be relatively marginal the NAM will inform the successful company immediately of any changes that might have bearing on the move. 
Addresses and Access Details: 
National Army Museum Royal Hospital Road Chelsea
London SW3 4HT 
· Off street parking in Museum’s car park.
· Entrance to the Museum Archive Store consists of a short corridor and several steps.
· Access to the Museum in Chelsea and the Archive Store in Stevenage can be gained from 8am onwards.



National Army Museum Stevenage 2 Caxton Way Stevenage
SG1 2DF 
A light industrial unit with easy access to the store via shuttered doors. 
Regimental Headquarters, The Grenadier Guards, Wellington Barracks, Birdcage Walk, London. SW1E 6HQ
· Access is via the Petty France entrance to the building.
· Off street parking.
· The archive is located in the basement of the building, which is accessed using stairs and a short corridor. There is no lift.
· Access is flexible but will be organized via NAM as the Regimental Archivist will need to be consulted.
Timetable / schedule.

5. It is envisaged that the tender will be awarded on 24 July 2016 and currently the work will be undertaken between 10 October and 31 October 2016. The move is to be completed by 31 October 2016.

Health and Safety.

6. The appointed contactor will be required to provide method statements and risk assessments for any potentially hazardous process that take place on-site (e.g. the use of heavy lifting equipment, working at heights, etc.).

Examples of Similar Projects.

7. Please enclose information to illustrate suitability and costs by relating to previous projects of a similar nature to those detailed in the tender submission.  References will be contacted prior to any tender award.

Insurance and Security.

8. A breakdown of information relating to the contractors type and level of insurance cover must be provided. External contractors are expected to possess: Professional Indemnity Cover, ALL RISKS Cover (on goods in trust, stock and contents), Goods in Transit and Public and Product Liability Cover.

Site Visits.
9. To arrange site visits or to gain any further information please contact Ms Fiona Jenkins (Senior Public Information Curator) on 0207 881 2438, Mr Justin Saddington (Public Information Curator) on 0207 881 2454 or Mr Ed Purvis (Collections Care Team Leader) at; E: epurvis@nam.ac.uk, T: 020 7881 2471.


Criteria on which Tender will be awarded.

10. Marking of tenders will be based on the schedule below:

a. Strength of tender (Consideration of specific needs of objects). (50%)
b. Overall cost. (30%)
c. Proven experience of similar projects. (20%)

Deadline for Tenders.

11. The NAM ask that two copies of the tender are returned by Friday 08 July at 1600hrs and that they are addressed to Mr John Foster (at the address specified below) and that they are enclosed in an envelope marked ‘TENDER DOCUMENTS NOT TO BE OPENED BEFORE FRIDAY 08 July 2016 (NAM Tender Number: Archive Tender K-7-7-2-1’.  Electronic copies will be accepted if provided by the above time.  Note they will not be opened prior to the above deadline.  Please note: tenders submitted in electronic format only will be discounted).  

12. Address for the return of tenders:

Mr. John Foster
National Army Museum
Royal Hospital Road
Chelsea
London
SW3 4HT
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