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TENDER REFERENCE:  MEH/EH202

MEH ERDF ENTERPRISE HUB 
FINANCIAL ADMINISTRATION AND OUTPUT MONITORING

Tender Brief and Response Document 


Tender application deadline:

5pm 30th November 2018



  













1. Introduction 

[bookmark: _GoBack]We are seeking to procure suitable provider of financial management and administration and monitoring services for The ERDF Enterprise HUB programme.  

To respond to the tender please complete the following information request and return it by 5pm on 30th of November 2018 to:


Joe Hemington
Merseyside Expanding Horizons
Mill Lane 
Old Swan 
Liverpool 
L13 5TF 

joehemington@expandinghorizons.co.uk


 
2. Programme Background 

Enterprise Hub (EH) is a comprehensive entrepreneurship promotion and business support programme, which will foster the creation of new enterprises from pre- start to early stage businesses. Providing assistance to potential-entrepreneurs and helping create new business ventures. The Enterprise Hub will reach and provide high quality business brokerage and business support services to a diverse customer profile e.g. graduate, female and BME would be entrepreneurs; resulting in the creation of high value SMEs and social businesses across all sectors and providing a simplified route for customers to access the support when and how they need it.
The Enterprise Hub is a consortium of partner organisations of which The Women’s Organisation is one. 


3. Contract Brief 

As a Partner in the Enterprise Hub Project, MEH wish to appoint an associate with experience and expertise in administering similar ERDF or other European or UK government projects to support them in:

· Ensuring all Project staff are made fully aware of ERDF reporting and claims management requirements.
· Establishing procedures and systems to ensure that all financial claims and output monitoring and reporting are in strict accordance with ERDF Guidelines.
· Monitoring all MEH financial claims and associated documentation to ensure compliance with ERDF requirements prior to submission by MEH.
· Supporting Project staff and associates to gather required Project Performance and other output data and associated documentation.


To achieve these objectives, the Contractor will be responsible for supporting MEH in the following areas:

· Supporting MEH to set up a claims and monitoring system
· Providing on-going support for all staff and associates concerning financial claims, reporting procedures and requirements.
· Reviewing all MEH claims and associated documentation for compliance with ERDF requirements prior to approval and submission by MEH to The Womens Organisation on a quarterly basis.
· Ensuring staff and associates have eligible evidence of expenditure and defrayal.
· Reviewing expenditure against Project projections and assisting MEH in forecasting future claims and any required adjustments.
· Support MEH to gather the required documentation, Project Performance Indicators and other data including direct contact with Participants as required.
· Support MEH to prepare for audits and compliance visits and provide input to all Project audits as required.
· The appointed Contractor should also be available for a prolonged period to support any subsequent Project audits as required after the end of the project.  

4.  Proposal Requirements 

Finance and monitoring activities will be required from December 2018- December 2021
Applications are sought from consultants with an extensive knowledge of financial rules, and procedures for claiming and monitoring of ERDF projects.  Applicants are requested to outline their experience and expertise in relevant recent programmes/projects.  Merseyside Expanding Horizons will work alongside organisations/consultants to ensure all information is collected and reported in the requirements of ERDF and match funding guidelines.   

The successful applicant must state;
· Name of company/person offering services with business structure details included
· Main contact person and contact details (if applicable)
· Their own /companies fitness to become a sub-contractor (due diligence)
· Describe their experience of working within the financial framework of ERDF  
· approach to the task as described in the Brief 
· Available start date 
· Price structure and terms  
5. Selection, Award and Scoring 

Selection Criteria
1 Proven experience and track record in co-ordinating and administering European Government Funded programmes, ideally ERDF programmes.
2 Expertise and in depth understanding of ERDF claims management and reporting requirements and evidence of flexibility in adapting to on-going changes in those requirements.
3 Willingness to be available for an extended period beyond the financial closure of the project to address any auditing or other issues that may arise.
4 Evidence of good team-working skills and capability to work with diverse Partners and Contractors.
5 Value for money in terms of producing high quality outputs at reasonable cost.
6 Within project budget 
.
	
Award Criteria 
Most economically advantageous 
Quality 	How would you deliver the brief?   Added value?  80% 
Price		20% 

Scoring 
Section One Overview: Not scored 
Section Two Due Diligence: This is a gateway section with pass or fail score, applicants that fail will not be assessed at Section Three. 
Please provide details of your experience of working within business startup and supporting new entrepreneurs
Section Three Proposed Delivery:  
3.2 Please provide details of your methodology /approach to the task as described in the Brief - 60%
3.3 Please describe your approach to developing good working relationships with Partners, Project Staff and Associates. (20%)

3.4 What is your readiness to commence delivery upon notification of a successful bid? Not scored
3.5 Please state your price structure (day rate) and terms - 20%, with lowest price securing 20% and score reducing by pro rata with price increase
Threshold: Any applicant with an overall score of less than 65% will not be considered for contracting. 





TENDER AND PROGRAMME TIMETABLE
Tender Call issued and advertised   : 1 Nov  2018
Contractor submissions received by MEH: by latest 17:00hrs on 30th Nov 2018.
Contractor appointments confirmed: 6 Dec 2018 
Contract Starts: 10 Dec 2018


Response to Tender 

Section 1: Overview 
  
	1
	
Organisation/ Consultant’s Details 

	
1.1
	
Legal name of organisation
	

	
1.2
	
Trading name of organisation: (if different from the above)
	

	
1.3
	
Main function of organisation

(SIC code if known)
	

	
1.4
	
Contact name:
	

	
1.5
	
Job Title:
	

	
1.6
	
Registered Legal Address: 

	

	
1.7
	
Primary Correspondence Address (if different from above):

Post Code:
	

	
1.8
	
Telephone number:
	

	
1.9
	
E-mail address:
	

	
1.10
	
Website address (if any):
	

	
1.11
	
Company Registration number (if this applies):
	

	
1.12
	
Charities or Housing Association or other Registration number (if this applies). Please specify registering body:
	

	
1.13
	
Date of Registration: (if this applies)
	

	
1.14
	
Are you registered for VAT?

If “YES” please provide Registration number
	

	
1.15
	
Is your organisation:

	(please indicate by ticking the appropriate box)

	
	a public limited company?

	

	
	a private limited company?

	

	
	a company limited by guarantee

	

	
	CIC

	



	
	a limited liability partnership (LLP)?

	

	
	Statutory Corporation? e.g. Further Education College

	

	
	Sole Trader

	

	
	Other (please specify the legal status of your organisation)?
	

	
1.16
	
Is your organisation part of a group of companies?	If “YES” please give details below.
	

	
1.17
	
Name of (ultimate) parent company

(if this applies):
	

	
1.18
	
Companies House registration number of parent company (if this applies):
	

	



	
2
	Please provide details of your experience of reporting financial and output monitoring system within European Structural Funds programmes

	
	







Section 3: Proposed Delivery 

	3.1 Please provide details of your approach/methodology to delivering financial administration and output monitoring support to Merseyside Expanding Horizons as part of the Enteprise Hub partnership (60%)


	

	3.3 Please describe your approach to developing good working relationships with Partners, Project Staff  and Associates. (20%)




	

	3.4 What is your readiness to commence delivery upon notification of a successful bid? (not scored) 


	

	3.5 Please state your price structure for proposed delivery (day rate)?  20%


	




Signed: 
Name:
Position in Organisation:
Date: 
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