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1. [bookmark: _Toc47959607]
Introduction

1.1 East Midlands Business Limited (EMB) wishes to commission a contractor to design a series of Skills for Export workshops. Initially these will be delivered virtually but ultimately they will be delivered on a face to face basis at a variety of locations in England.

1.2 EMB is a subsidiary of EMB-Group Ltd. The EMB Group is a private group of companies that provides a range of business improvement and programme management services. 

1.3 EMB is a Delivery Partner for the Department for International Trade (DIT), covering the East Midlands region. For this procurement we are acting on behalf of DIT and representing the interests of our fellow Delivery Partners in the North East, North West, Yorkshire & Humber, the West Midlands and the South West.

1.4 This is a pilot phase of a programme that will ultimately be delivered England-wide. The working title for this programme is the Regional Growth Service (RGS) but could be subject to change.

2. [bookmark: _Toc47959608]Background

2.1 Working on behalf of DIT, Delivery Partners provide a targeted programme of advice, events and financial support designed to encourage and assist SMEs and larger organisations in the English Regions. This activity aims to enhance the capability and capacity of organisations to exploit opportunities in overseas markets by providing: 

· Expert advice and support provided by International Trade Advisers to help businesses enter, establish and expand in international markets; 
· A range of events, trade fairs and overseas missions to assist businesses to enter, establish and expand in international markets; 
· Sector specialist advice to cover locally significant sectors;
· Joint activities with Growth Hubs and other partners that are well connected with the business community, such as workshops, export tasters or local marketing campaigns to encourage companies new to export to take the plunge;
· Language and culture training to help businesses understand the business and social culture in their target markets, and;
· A grant programme for SMEs designed to address financial barriers to exporting. 
3. [bookmark: _Toc47959609]Outline Requirement

3.1 This procurement is a single Lot for workshop design and includes a requirement for an accompanying electronic workbook which complements workshop delivery. 

3.2 Workshop delivery will be managed by existing Delivery Partners via in house resource or third party trainers. 

3.3 Suppliers should have a proven track record in undertaking similar work to defined deadlines and are expected to demonstrate this in their response.
4. [bookmark: _Toc47959610]Strategic Objectives

· [bookmark: OLE_LINK17][bookmark: OLE_LINK18]To provide engaging information and advice in a cost effective one to many format to individuals and businesses that have expressed an interest in exporting.

· To equip these individuals and businesses with knowledge that supports their decision making and, if appropriate, create a roadmap that will guide them towards becoming a successful exporter.

· To formulate this information and advice in a format which is easy for workshop presenters to deliver without detailed instructions.
5. [bookmark: _Toc47959611]Detailed Requirement Specification

5.1	This requirement covers the ‘Educate’ element of DIT’s new RGS programme. Other elements, such as ‘Inspire’ and ‘Engage’, will bolt on as they are fully developed. 

5.2	The ‘Educate’ element is ultimately envisaged as a day-long physical workshop delivered at a variety of locations to maximise reach into the business community. However due to current circumstances, we also wish to commission this in a modular virtual format, taking the same content and breaking it down into easy-to-consume webinars which last no longer than 1 hour.

5.3	The solution should be provided as a set of Power Point slides with accompanying notes which can be used by workshop presenters. Content should be developed in such a way that it may be easily recycled and reused by partner organisations in the future. 

5.4	Bidders should use their own knowledge and experience to suggest the content of the workshop and the individual virtual modules, describing the rationale for the breakdown. We envisage that this will include market selection, routes to market, getting paid, legislation and tax implications, fulfilment and logistics but this is not exhaustive, and we are seeking suggestions from the successful supplier.

5.5	We envisage two versions of the content, one for services exporters and one for goods exporters and would seek to insert short DIT video case studies to bring the subject matter to life.

5.6	Content should be fully DIT branded and branding guidelines would be supplied to the successful supplier.

5.7	We also wish the supplier to create a downloadable workbook that accompanies the content and includes key points, useful reference sources and check lists broken down into the same modular format as the webinars. The outcome of the workbook should be a personalised roadmap to becoming export ready, creating a plan of action which the delegate can follow.
6. [bookmark: _Toc47959612]Timetable for Delivery

6.1 Content & workbook design must be complete by 14th September 2020 so bidders must have the capacity to meet this deadline which cannot be extended. During the content development period, the supplier will be expected to incorporate comments from Delivery Partners, DIT policy leads, and content specialists from the DIT digital function, liaising through EMB. 

1. 
2. 
7. [bookmark: _Toc47959613]Corporate Responsibility and Health & Safety Considerations

7.1 East Midlands Business Limited requires providers to comply with all Health and Safety legislation and to have procedures in place for ensuring the safety of its staff, as well as third party personnel involved in assignments.

7.2 Providers should possess and maintain public and professional indemnity insurance and employer’s liability insurance (if applicable). Evidence of current insurance policies and the limits of these policies must be provided as part of your tender submission. 
8. [bookmark: _Toc47959614]Copyright/Legal Ownership of Commissioned work

8.1 In all instances, full copyright of the completed model will pass to the client and become Department of International Trade copyright assets upon payment of invoice. The provider will waive all moral rights which they may have now or in the future (including, but without limitation) any of their rights under sections 77 and 80 of the Copyright, Designs and Patents Act, 1988, or similar laws of jurisdiction.

8.2 DIT and its associated Delivery Partners will have the right to use and reproduce the commissioned work without further charge or permission.
9. [bookmark: _Toc47959615]Budget

9.1 The total available budget for the commission is envisaged to be within the range of £8,000 - £12,000 (exclusive of VAT, if applicable). 
10. [bookmark: _Toc47959616]Additional Requirements

10.1 The above specification points are not an exhaustive list. The successful provider may therefore be required to adhere to additional requirements or may wish to suggest additional activity that would benefit the project. Such requirements will be agreed between the successful provider and East Midlands Business Limited.
11. [bookmark: _Toc47959617]Payment Terms

11.1 The fee for this commission will be payable as follows:

· 25% on signing of contract
· 75% on the final content being signed off. 

11.2 East Midlands Business Limited’s normal payment terms for approved invoices is 30 days from date of receipt of invoice. 
12. [bookmark: _Toc47959618]Quotation Submission

12.1 	Your submission should outline: 

· your experience of content creation; 
· your export knowledge and qualifications; 
· your suggestions for workshop content; 
· an outline of how you would propose to split content into a virtual modular format;
· your ideas for an appropriate workbook to accompany the content.
· A breakdown of the costs associated with your proposal.

12.2	Please also enclose the following with your submission:

· evidence of your financial standing;
· copies of any certificates for any standards referred to;
· examples of similar work undertaken previously with the contact details of the commissioner; 
· [bookmark: _Hlk25756385]price - your proposed fees. Please show all elements of your charges and clearly show if VAT is applicable. 
13. [bookmark: _Toc47959619]Evaluation of Quotations

13.1 Quotations will be evaluated by an Evaluation Panel, which will determine which of the submissions provides us with the most confidence that those suppliers have the relevant experience, personnel and capability to meet the requirement’s objectives. 

14. [bookmark: _Toc25755935][bookmark: _Toc47959620]Instruction to Bidders

14.1 Please supply an electronic version of your proposal and costed quotation by the submission deadline to: tenders@emb-group.co.uk 

14.2 Submissions should be titled:

“QUOTATION FOR DESIGN OF CONTENT FOR EXPORT SKILLS WORKSHOPS”

14.3 Bidders should note that in the event that a bid is considered to be fundamentally unacceptable on a key issue, regardless of its other merits, that bid may be rejected.

14.4 Bids submitted after the stipulated time and date advised will be rejected. 

14.5 If you require further information concerning the quotation process, or the nature of the proposed contract, in the first instance please contact simon.grandidge@mobile.trade.gov.uk with the subject line “QUOTATION FOR DESIGN OF CONTENT FOR EXPORT SKILLS WORKSHOPS”. 
15. [bookmark: _Toc25755936][bookmark: _Toc47959621]Conditions of Bidding

15.1 [bookmark: _GoBack]Representations: A bidder may contact East Midlands Business Limited using the e-mail address simon.grandidge@mobile.trade.gov.uk to obtain any further information about the requirements of the contract or the bidding procedures if these are not evident or clear from the documents supplied to bidders. 

15.2 Specification: For the avoidance of doubt, the Invitation to Quote specification document shall include all requirements explicit or implied within the specification document.

15.3 EMB reserves the right to withdraw this Invitation to Quote document and all funding contained within it without notice.

15.4 Bids Excluded: No bid will be considered for acceptance if the bidder has indulged or attempted to indulge in any corrupt practice or canvassed an officer of East Midlands Business Limited. If a bidder has indulged or attempted to indulge in such practices and the quotation is accepted, then grounds shall exist for the termination of the contract and the claiming of damages from the successful bidder. 

15.5 It is unlikely that any bid will be accepted which (a) is incomplete or inaccurately or inadequately completed or which purports to impose conditions other than those provided in the contract documents and/or (b) is delivered out of time or in a manner other than specified in the specification.
15.6 Collusive Bidding: In submitting a quotation for this contract, the bidder confirms that he/she has not fixed or adjusted the amount of the quotation by or under or in accordance with any agreement or arrangement with any other person. The bidder also certifies that at no time, before or following the submission of the quotation, has the bidder carried out any of the following acts: 

(i) communicating to a person other than the person calling for the quotation the amount or approximate amount of the proposed quotation, except where such disclosure is required for the purpose of obtaining insurance; 

(ii) entering into any agreement or arrangement with any person that he shall refrain from bidding or as to the amount of any quotation to be submitted; 

(iii) offering or paying or giving or agreeing to give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other bid or proposed bid for the said work any act or thing of the sort described above. The context of this clause the word ‘person’ includes any persons and any body or association, corporate or unincorporated; and ‘any agreement or arrangement’ includes any such transaction, formal or informal, and whether legally binding or not.

15.7 [bookmark: _Toc189275069]Freedom of Information: Information in relation to this Invitation to Quote may be made available on demand in accordance with the requirements of the Freedom of Information Act 2000.Bidders should state if any of the information supplied by them is confidential or commercially sensitive or should not be disclosed in response to a request for information under the Act. Bidders should state why they consider the information to be confidential or commercially sensitive. This will not guarantee that the information will not be disclosed but will be examined in the light of the exemptions provided in the Act. It is important to note that information may be commercially sensitive for a time (e.g. during a bidding process) but afterwards it may not be. The timing of any request for information may be extremely important in determining whether or not information is exempt. However bidders should note that no information is likely to be regarded as exempt forever.

16. [bookmark: _Toc25755937][bookmark: _Toc47959622]Timetable

16.1 The timetable for the procurement process is as follows:

	Date:
	Activity:

	10 August 2020
	Invitation To Quote issued

	12.00 noon 
24 August 2020
	Quotation submission deadline

	25 August 2020
	Quotation scoring commences

	28 August 2020
	Decision on preferred bidder(s) and notification to successful and unsuccessful bidder(s)

	14 September 2020
	Deadline for content to be received

	w/c 21 September 2020
	Webinar delivery go live



16.2 Bidders should note that this timetable may be subject to change. 
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