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INVITATION TO TENDER

REVIEW OF GRAPHIC IDENTITY



CLOSING DATE FOR TENDER RESPONSES
5PM (UK TIME), JANUARY 3RD, 2019


















1 BACKGROUND

1.1 The National Archives 

The National Archives (TNA) is a non-ministerial department, and the official archive and publisher for the UK Government, and for England and Wales. We are the guardians of over 1,000 years of iconic national documents including the Domesday Book, Magna Carta, Nelson’s will, and service records or war diaries from a range of conflicts.

We are expert advisers in information and records management, we fulfil a leadership role for the archive sector, and we work to secure the future of physical and digital records. More information about The National Archives can be found here: http://www.nationalarchives.gov.uk/about/our-role.

Our site at Kew is free and open to all. Our ambition is to change the way people think about archives, to encourage engagement at all levels and to increase the number of visitors to our building and outdoor spaces. In addition to meeting the needs of researchers and historians, we have a growing exhibition and events programme targeting the wider public and families. 

More information about The National Archives’ current vision can be found in Archives Inspire 2015-19 

Our next four year strategy will be published in early 2019. In essence, we will reinforce our commitment to public engagement and will redefine our historic mission moving beyond our core public task to create public value. We will be inclusive, entrepreneurial and potentially radical in our approach.

1.2 The National Archives Trust  

To enable us to deliver our ambitious vision, The National Archives is setting up an independent charitable trust which will launch in 2019. 

The National Archives Trust’s primary goal will be to generate funding to support our plans. For example, redeveloping our private and public spaces is a priority project and we have developed a transformative masterplan which can be shared in due course.

1.3 Why Review Our Graphic Identity?

The National Archives’ current graphic identity was designed in 2003, with some minor revisions taking place since that time. As an organisation we have changed. We have re-imagined the role of TNA, increased our digital presence and committed to a significantly increased level of online and offline public engagement. We need to reflect this change externally, with a fresh graphic solution which works across a variety of online and offline channels.
We also need to create an identity for The National Archives Trust. 

2 THE REQUIREMENT

2.1 We wish to appoint a supplier to create a new graphic design identity across all platforms for both TNA and The National Archives Trust. While connected, there needs to be sufficient visual distinction between the two organisations. The roll out for both will be phased from April 2019 onwards. 

2.2 We need the appointed supplier to deliver a new graphic architecture for each organisation which should comprise the indicative components specified in Annex 1 to this Invitation to Tender. All of these components should be referenced in a house style design guide suitable for internal and external use. The list of components in Annex A is indicative, but not exhaustive. For example, various teams within The National Archives produce a range of materials which will also need to be considered in line with their audiences. A full list of materials with dimensions and detail will be provided to the appointed supplier.

2.3 The main focus of this redesign is to consider our public audience in the widest sense. As you would expect, we are committed to accessibility and expect this to be reflected in any design approach.

2.4 Please note that although we require a graphic architecture which will work on our existing website, we are not planning to redesign the website at present.

2.5 The work must be completed by 22nd March 2019 to a programme agreed with the Project Team prior to contract signature.

2.6 Our maximum available budget for this piece of work is £50,000 (including VAT). There is a possibility that we may wish to commission additional work from the appointed supplier once this core project has been completed. The potential maximum value of this additional work is circa £50,000.

2.7 The appointed supplier will be required to accept TNA’s contract terms and conditions for services, published here.  
















3 HOW TO RESPOND

3.1 Please submit your tender response – specifying how you will meet the requirement described in Section 2 of this Invitation to Tender – to procurement@nationalarchives.gov.uk by 5PM on Thursday, January 3rd 2019.
 
3.2 It is for potential suppliers to determine what format this response should take so as to describe their offering in a clear, comprehensive fashion. However, please note that your response should describe your proposed deliverables and approach, include evidence of your expertise and experience in this area, nominate the key team members proposed to work on the project, and specify your proposed contract price. 

3.3 [bookmark: _GoBack]If you have any clarification questions, please submit these to procurement@nationalarchives.gov.uk by 5pm on Tuesday 11th December 2018 and we will endeavour to respond by Friday 14th December 2018.

































4 EVALUATION 

4.1 Tender responses will be evaluated using the following criteria:

Quality			60%
Organisational Fit 	30%
Price			10%

4.2 Once tender responses have been evaluated, we envisage that a maximum of 3 potential suppliers will be shortlisted to present their proposals to us on Thursday, January 10th 2019.

























5 PROCUREMENT TIMETABLE 

	Ref
	Description
	Date (s)

	1
	Deadline for potential suppliers to submit clarification questions 
	5pm, Tuesday 11 December 2018

	2
	Deadline for TNA to respond to clarification questions
	5pm, Friday 14 December 2018

	3
	Deadline for potential suppliers to submit tender responses 
	5pm Thursday 3 January 2019

	4
	Presentations of short-listed suppliers
	Thursday 10 January 2019

	5
	Time-box for contract award 
	w/b 14 January 2019

	6
	Completion of project and design delivery
	22 March 2019











ANNEX 1
The list is indicative, but not exhaustive. For example, various teams within The National Archives produce a range of materials which will also need to be considered in line with their audiences. A full list of materials with dimensions and detail will be supplied to the appointed supplier.
The main focus of this redesign is to consider our public audience in the widest sense. As you would expect, we are committed to accessibility and expect this to be reflected in any design approach.
As part of their submission potential suppliers should consider a design solution which can be applied to the following:
	For The National Archives

	Logo(s)
	Suitable for a variety of print and digital formats including: The National Archives website, print publications, Discovery, social media profile pages and messages, a potential app, film/video title pages etc. Note that The National Archives logo is often used alongside partner logos.

	Stationery – Hard Copy
	Letterheads, comp slips, business cards, security passes, press pack folders.

	Stationery - Digital Templates
	Letterheads, comp slips, business cards, internal minutes/board papers.

	Promotional Materials – Hard Copy
	Posters, press and conference name badges, Talk magazine (the internal hard copy staff newsletter), building banners/wraps, promotional posters, magazine advertisements, Lamp post signage.

	Promotional Materials – Digital Templates
	Posters, powerpoint presentations, email newsletters, web advertising.

	Promotional Materials – Signage
	Interior signage, orientation plans

	Promotional Print and Publications – Hard Copy
	Welcome leaflets, strategy documents, What’s On brochure, A5 flyers for solus events (e.g. book launch).

	Promotional Print and Publications – Digital Templates
	Digital template for the Annual report.

	For The National Archives Trust

	Logo(s)
	Suitable for a variety of print and digital formats.

	Stationery – Hard Copy
	Letterheads, invitations, business cards, internal minutes/board papers.

	Stationery - Digital Templates
	Letterheads, invitations, business cards, internal minutes/board papers.

	Promotional Materials – Digital Templates
	Powerpoint presentations.
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