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[bookmark: _Toc320621287][bookmark: _Toc185262482]Section 1	Instructions to Tenderers


1. [bookmark: _Toc185262483][bookmark: _Toc185502853]About this Invitation to Tender

1.1 [bookmark: _Toc185262484][bookmark: _Toc185502854][bookmark: _Toc119059562][bookmark: _Toc119059948][bookmark: _Toc119059949]Thank you for your interest in this opportunity.  The procurement documents concerning this opportunity include the following (all of which have been made available to Tenderers via Contracts Finder):
1.2 [bookmark: _Toc185262485][bookmark: _Toc185502855]Invitation to Tender (or “ITT”), i.e. this document which provides Tenderers with further details of the procurement process (Section 1);
1.3 [bookmark: _Toc185262486][bookmark: _Toc185502856]ECITB Specifications(s) relating to this procurement (Section 2);
1.4 [bookmark: _Toc185262487][bookmark: _Toc185502857]ECITB Form of Contact relating to this procurement (Section 3);
1.5 [bookmark: _Toc185262488][bookmark: _Toc185502858]ECITB Scoring Criteria and Evaluation Methodology (Section 4);
1.6 [bookmark: _Toc185262489][bookmark: _Toc185502859]This ITT also includes the following appendices:
A. [bookmark: _Toc185262490][bookmark: _Toc185502860]Appendix A: Schedule of Prices (For completion)
B. [bookmark: _Toc185262491][bookmark: _Toc185502861]Appendix B: Tender Response Form (For completion)
C. [bookmark: _Toc185262492][bookmark: _Toc185502862]Appendix C: Tender Certificate (For completion)
D. [bookmark: _Toc185262493][bookmark: _Toc185502863]Appendix D: Commercially Sensitive Information (For completion as required)


2. [bookmark: _Toc185262494][bookmark: _Toc185502864]About the ECITB

2.1	The Engineering Construction Industry Training Board (ECITB) is the employer-led skills, standards and qualifications body for the development of the engineering construction workforce of Great Britain. An arms-length body of the UK Government, the ECITB reports to the Department for Education. Our vision is a trailblazing Engineering Construction Industry where critical infrastructure, energy security and net zero ambitions are achieved.

2.2	The ECITB works with employers and training providers to attract, develop and qualify the engineering construction workforce in a wide range of craft, technical and professional disciplines. We invest about £28 million each year to support skills development within the industry.

2.3 	More information about the ECITB can be found here: What is the ECITB? - ECITB


3. [bookmark: _Toc185262495][bookmark: _Toc185502865]Introduction

1. 
2. 
3. 
3.1 The ECITB wishes to appoint a provider to fulfil its requirement for E-learning Design, Development, and Testing Services for ECITB Courses. The initial Contract term will be for 1 year, with an optional extension of 2 years (1+1).


3.2 The scope of the ECITB’s requirements for this contract can be found within Section 2: Specification(s).  Tenderers are encouraged to review specification documents carefully to understand the full requirements for this proposed contract.



4. [bookmark: _Toc185262496][bookmark: _Toc185502866]Submission of ITT responses

4.1 [bookmark: _Toc119059594][bookmark: _Toc119060011][bookmark: _Toc185262497][bookmark: _Toc185502867]Tenderers must submit their ITT responses in accordance with the requirements of this ITT no later than the deadline stipulated in paragraph 6, Indicative Timetable below which must comprise the following:
4.1.1 [bookmark: _Toc185262498][bookmark: _Toc185502868]Completed Appendix A: Schedule of Prices 
4.1.2 [bookmark: _Toc185262499][bookmark: _Toc185502869]Completed Appendix B: Tender Response Form 
4.1.3 [bookmark: _Toc185262500][bookmark: _Toc185502870]Completed Appendix C: Tender Certificate 
4.1.4 [bookmark: _Toc185262501][bookmark: _Toc185502871]Completed Appendix D:  Commercially Sensitive Information (as required)
4.2 [bookmark: _Toc185262502][bookmark: _Toc185502872]Any ITT responses received after the ITT Tender Submission deadline stated will be rejected.
4.3 [bookmark: _Toc185262503][bookmark: _Toc185502873][bookmark: _Toc119059597][bookmark: _Toc119060018]Responsibility for the timely submission of completed ITT responses rests solely with the Tenderer.
4.4 [bookmark: _Toc185262504][bookmark: _Toc185502874]ITT responses must be submitted via email to procurement@ecitb.org.uk   For the avoidance of doubt, submission via any other means will not be accepted by the ECITB.
4.5 [bookmark: _Toc185262505][bookmark: _Toc185502875]The ITT response shall be submitted on the basis that the offer in it shall remain in force for a minimum of six months from the date fixed for the submission of Tenders.
4.6 [bookmark: _Toc185262506][bookmark: _Toc185502876]In the event of acceptance by the ECITB of a Tender and closure of the tender process, Tenderers shall execute the contract within 10 business days of such acceptance (or otherwise as agreed with the ECITB).
5. [bookmark: _Toc185262507][bookmark: _Toc185502877]Form and Content of ITT Responses
5.1 [bookmark: _Toc119059598][bookmark: _Toc119060019][bookmark: _Toc185262508][bookmark: _Toc185502878]ITT responses must be in English.
5.2 [bookmark: _Toc119059599][bookmark: _Toc119060020][bookmark: _Toc185262509][bookmark: _Toc185502879]All financial information submitted in a Tenderer’s response must be denominated in Sterling (GBP), except where financial information is provided in a certified supporting document (such as a set of financial statements) where it is sufficient for the information to remain in the original currency.  If financial information is being converted from one currency into GBP, the exchange rate used should be clearly stated, together with the date on which the relevant exchange rate was applied.
5.3 [bookmark: _Toc185262510][bookmark: _Toc185502880]Each question will only be evaluated on the information provided in response to that question and therefore all pertinent information should be included in response to each relevant question.
5.4 [bookmark: _Toc119059601][bookmark: _Toc119060022][bookmark: _Toc185262511][bookmark: _Toc185502881]Tenderers must not:
5.4.1 [bookmark: _Toc119060023][bookmark: _Toc185262512][bookmark: _Toc185502882]cross-reference answers from one response to another, even where there is commonality, unless this is specifically permitted by the question;
5.4.2 [bookmark: _Toc119060024][bookmark: _Toc185262513][bookmark: _Toc185502883]include any embedded document.  If an attachment is required by the ITT, please provide this as a separate file, ensuring that it is clearly named and referenced to the relevant section of the ITT;
5.4.3 [bookmark: _Toc119060025][bookmark: _Toc185262514][bookmark: _Toc185502884]exceed the maximum page limit allowed for the response;
5.4.4 [bookmark: _Toc119060026][bookmark: _Toc185262515][bookmark: _Toc185502885]use a font size smaller or larger than 10;
5.4.5 [bookmark: _Toc119060027][bookmark: _Toc185262516][bookmark: _Toc185502886]change the format of any of the response documents, including spreadsheets, included in this ITT and any associated documents; or
5.4.6 [bookmark: _Toc119060028][bookmark: _Toc185262517][bookmark: _Toc185502887]include any extraneous information which has not been specifically requested in the ITT including, for example, promotional literature, standard terms of trading etc.
5.4.7 [bookmark: _Toc185262518][bookmark: _Toc185502888]In the event that the Contract is split into Lots, these instructions will apply to each Lot individually.
5.4.8 [bookmark: _Toc185262519][bookmark: _Toc185502889]For bids for multiple Lots, each lot will require its own ITT submission.


6. [bookmark: _Toc185262520][bookmark: _Toc185502890][bookmark: _Ref118900065][bookmark: _Toc119059567][bookmark: _Toc119059961]Indicative Timetable

6.1. [bookmark: _Toc184801874][bookmark: _Toc185262521][bookmark: _Toc185502891]The timetable below is indicative only and may be varied as necessary at the ECITB’s sole discretion:

	ITT Stage
	Date  

	ITT issued
	Friday, 20th December 2024
  

	Tenderers Clarification Question Period Deadline  
	By 5.00pm on Thursday, 23 January 2025
  

	ITT Submission Deadline  
	By 5.00pm on Wednesday, 29 January 2025

	Evaluation/Post Tender Clarifications/Moderation, Week Commencing  
	Monday, 03 February 2025

	Notification of Contract Award Decision  
	Wednesday, 12 February 2025

	Contract Award and Board approvals, week Commencing  
	Monday, 17 February 2025 

	Anticipated Contract Start Date  
	Monday, 24 February 2025  





7. [bookmark: _Toc185262522][bookmark: _Toc185502892]The Procurement Process

7.1 [bookmark: _Toc119059568][bookmark: _Toc119059962][bookmark: _Toc185262523][bookmark: _Toc185502893]The ECITB will be following an Open Tender below threshold process for this procurement.
7.2 [bookmark: _Toc185262524][bookmark: _Toc185502894]The aim of the ITT process is to identify the Most Economically Advantageous Tender that attracts the highest, weighted score.


8. [bookmark: _Toc185262525][bookmark: _Toc185502895]Evaluation of ITT Responses

8.1 [bookmark: _Toc119059577][bookmark: _Toc119059990][bookmark: _Toc185262526][bookmark: _Toc185502896]Tenderers’ responses to the ITT questions will be evaluated in accordance with the criteria set out in Section 4 of this document.
8.2 [bookmark: _Toc119059578][bookmark: _Toc119059991][bookmark: _Toc185262527][bookmark: _Toc185502897]Each of the questions set out in Appendix A (Schedule of Prices) and Appendix B (Tender Response Form) fall within one of the following evaluation categories:
8.2.1 [bookmark: _Toc119059992][bookmark: _Toc185262528][bookmark: _Toc185502898]“FIO” – this means the response is for information only, and will not be evaluated; however, in order to provide a compliant response Tenderers must answer these questions in full to the extent they are applicable;
8.2.2 [bookmark: _Toc119059993][bookmark: _Toc185262529][bookmark: _Toc185502899]“P/F” – the response will be assessed as being either a “Pass” or “Fail” in accordance with the explanations given for each individual question; or
8.2.3 [bookmark: _Toc119059994][bookmark: _Toc185262530][bookmark: _Toc185502900]“Scored” – the response attracts a specific weighting as identified and will be scored in accordance with the stated methodology.
8.3 [bookmark: _Toc119059579][bookmark: _Toc119059995][bookmark: _Toc185262531][bookmark: _Toc185502901]Section 3 of this ITT contains information highlighting each ITT question, its designated evaluation category and either the Pass/Fail explanations or scoring methodologies as appropriate.
8.4 [bookmark: _Toc119059580][bookmark: _Toc119059996][bookmark: _Toc185262532][bookmark: _Toc185502902]Tenderers’ ITT responses will be assessed in the following stages:
[bookmark: _Toc119059581][bookmark: _Toc119059997][bookmark: _Toc185262533][bookmark: _Toc185502903]Stage 1 – Completeness check
8.5 [bookmark: _Toc119059582][bookmark: _Toc119059998][bookmark: _Toc185262534][bookmark: _Toc185502904]In the first instance, Tenderers’ responses will be assessed for completeness to ensure that the Tenderer has provided a full response to all questions and in accordance with the requirements set out in the ITT documents.  Any Tenderer which has not provided a complete response in accordance with the stated requirements may, subject to the ECITB’s right of clarification, be excluded from further participation in this procurement.  For the avoidance of doubt, Tenderers who submit an ITT response which is materially incomplete, such that any omissions cannot be resolved by way of simple explanation, will be excluded from the procurement at this point.
[bookmark: _Toc119059583][bookmark: _Toc119059999][bookmark: _Toc185262535][bookmark: _Toc185502905]Stage 2 – Pass/Fail check
8.6 [bookmark: _Toc119059584][bookmark: _Toc119060000][bookmark: _Toc185262536][bookmark: _Toc185502906]At this stage, Tenderers will have their responses to those questions set out in the ITT which are designated as Pass/Fail assessed against the relevant criteria.  An explanation as to what constitutes a “Pass” and a “Fail” for each question is contained in 16. Evaluation Methodology: Pass / Fail Criteria (Table 3) to this document.  For the avoidance of doubt, a Tenderer which receives a “Fail” for any of these questions will, subject to the ECITB’s right of clarification, be excluded from further participation in this procurement at this point and the ECITB reserves the right not to evaluate such Tenderer’s response further.
[bookmark: _Toc119059585][bookmark: _Toc119060001][bookmark: _Toc185262537][bookmark: _Toc185502907]Stage 3 – Scoring

8.7 [bookmark: _Toc119059586][bookmark: _Toc119060002][bookmark: _Toc185262538]Only those Tenderers which have passed stages 1 and 2 above will proceed to this phase of the evaluation process.  At this point, the ECITB will consider those Tenderers’ responses to the “Scored” ITT questions against the award criteria set out in 15.2 Scoring Matrix (Table 1) and will then apply the weightings as detailed in 15.4 Question Weightings (Table 2).  The ECITB will then identify the highest scoring Tenderer who will, subject to the ECITB’s discretion and due diligence checks, be awarded the contract. 
8.8 [bookmark: _Toc119059587][bookmark: _Toc119060003][bookmark: _Ref145679766][bookmark: _Toc185262539][bookmark: _Toc185502908]Where there is a tie for first place, the ECITB will invite the Tenderer who scores the highest score in respect of Question 1 (Experience and Portfolio). If this continues to result in a tie, the ECITB will invite the Tenderer who scores the highest in respect of Question 2 (Project delivery) and this process shall be repeated by considering responses in the following order, until the highest scoring Tenderer is identified:
8.8.1 [bookmark: _Toc185262540][bookmark: _Toc185502909][bookmark: _Toc119060004]Question 3 (Project timelines and Budget Management) 
8.8.2 [bookmark: _Toc185262541][bookmark: _Toc185502910]Question 4 (Project Risk Management)
8.9 [bookmark: _Toc185262542][bookmark: _Toc185502911][bookmark: _Toc185262543][bookmark: _Toc185502912]While the ECITB will endeavour to evaluate ITT responses in the order set out above, the ECITB reserves the right to conduct such stages in an alternative order and/or simultaneously, in the event that this is deemed the more expedient approach to facilitate adherence to the procurement timetable.



9. [bookmark: _Toc185262544][bookmark: _Toc185502913]Acceptance of Tender

9.1 The ECITB shall not be under any obligation to accept any Tender. 

9.2 The ECITB shall not be under any obligation to accept the lowest priced Tender.

9.3 The ECITB reserves the right to cancel the entire or parts of the Tender, without such an action conferring any right to compensation on the Tenderers.

9.4 At no time should the Tenderer, prior to submitting or following the bid submission, communicate with any person within the ECITB.  Failure to abide by this ruling could disqualifying the Tenderer’s proposal from being considered.  All communication should be conducted via email to the Procurement Team at procurement@ecitb.org.uk

9.5 The Tender must be based upon the terms, conditions and specification(s) set out in these documents; otherwise, it may be rejected as being unsuitable and non-compliant.  The Form of Tender may not be modified in anyway.

9.6 Tenderers will be notified of the outcome of their Tender submission at the time stated in the tender timetable above, though this may be subject to change at the ECITB’s discretion.

9.7 If a Tender appears to be abnormally low in relation to the supplies, services or works to be provided, the ECITB will request a clarification in writing and/or explanation concerning its elements.  The ECITB reserves the right to exclude a Tender, if after a verification process based on the explanations and evidence received it concludes that the Tender is abnormally low.

10. [bookmark: _Toc185262545][bookmark: _Toc185502914]Pricing

10.1 Prices shall be submitted in accordance with the Schedule of Prices template within Appendix B.

10.2 Unit rates and prices must be denominated in Sterling (GBP). Pricing should be submitted exclusive of Value Added Tax (VAT), unless specified otherwise.

10.3 If the ECITB suspects that there has been an error in pricing of the Tender, the ECITB reserves the right to seek clarification as it considers necessary from that Tenderer only, though is under no obligation to do so.


11. [bookmark: _Toc185262546][bookmark: _Toc185502915]Amendments to the Tender Documents

11.1 The ECITB reserves the right to make changes to the ITT and its related documentation.  Should any changes be required, due to omission or error by the ECITB, revised documentation will be uploaded to Contracts Finder, with any changes redlined.

12. [bookmark: _Toc185262547][bookmark: _Toc185502916]Clarification Questions

12.1 [bookmark: _Toc119059588][bookmark: _Toc119060005][bookmark: _Toc185262548][bookmark: _Toc185502917][bookmark: _Toc119059589][bookmark: _Toc119060006]Tenderers must only submit clarification questions, and otherwise communicate with the ECITB, in accordance with the process set out in this paragraph.  
12.2 [bookmark: _Toc185262549][bookmark: _Toc185502918][bookmark: _Toc119059590][bookmark: _Toc119060007]Any clarification questions arising from the procurement documents, including this ITT, should be raised in writing via email to procurement@ecitb.org.uk  as soon as possible and in any event, no later than the deadline stipulated in paragraph 6, Indicative Timetable above.  The ECITB may, at its absolute discretion (but shall not be obliged to), respond to any queries submitted after this date.  The ECITB will endeavour to respond to all clarification questions promptly.
12.3 [bookmark: _Toc185262550][bookmark: _Toc185502919]All such queries received, together with the ECITB’s responses, will, where possible, Tenderers be circulated to all Tenderers who have requested and obtained the procurement documents. 
12.4 [bookmark: _Toc185262551][bookmark: _Toc185502920]To enable this process, Tenderers should register their interest in the ITT via procurement@ecitb.org.uk after download of the documents from Contracts Finder.  
12.5 [bookmark: _Toc185262552][bookmark: _Toc185502921][bookmark: _Toc119059591][bookmark: _Toc119060008]Notwithstanding this general position, there may be occasions when the ECITB considers the clarification question or its response to be commercially sensitive and, as such, the ECITB reserves the right to respond only to the Tenderer raising the particular clarification.
12.6 [bookmark: _Toc185262553][bookmark: _Toc185502922][bookmark: _Toc119059592][bookmark: _Toc119060009]Where a Tenderer seeking clarification considers its question to be commercially sensitive, the Tenderer should mark the clarification question “COMMERICALLY SENSITIVE”.  The decision as to whether a clarification question is commercially sensitive or not rests solely with the ECITB.  If the ECITB considers that it is able to answer the clarification question on a sensitive basis, then it shall do so.  However, if the ECITB considers that it is unable to answer the clarification question on a sensitive basis, then it will give the Tenderer seeking clarification the opportunity to remove any commercially sensitive marking and allow the question to be answered in the normal way.  If a Tenderer does not agree, the clarification will be considered withdrawn and will not be answered.
12.7 [bookmark: _Toc185262554][bookmark: _Toc185502923]If as a result of a clarification question or otherwise, the ECITB is of the opinion that the procurement documents require amendment then the ECITB shall be entitled to do so by giving notice via Contracts Finder.


13. [bookmark: _Toc185262555][bookmark: _Toc185502924]Equality, Diversity and Inclusion (EDI)

[bookmark: _Toc185262556][bookmark: _Toc185502925]	The successful Tenderer shall provide and adhere to their Equality, Diversity and Inclusion Policy.  If you do not have an Equality, Diversity and Inclusion Policy, the ECITB expects you to adhere to the ECITB’s own Equality, Diversity and Inclusion Policy. A copy of which can be supplied upon request.































[bookmark: _Toc320621302][bookmark: _Toc185262557][bookmark: _Toc185502926]Section 2 	Specification(s)


Specification Ref:  PH01-25




*Also available for download as an attachment within the notice on Contracts Finder







[bookmark: _Toc320621304]

[bookmark: _Toc185262558][bookmark: _Toc185502927]Section 3	Form of Contract


Form of Contract: 20241212 ECITB Service Provision Agreement Design for E-learning PH01-25




*Also available for download as an attachment within the notice on Contracts Finder

















































[bookmark: _Toc185262559][bookmark: _Toc185502928]Section 4	Scoring Criteria and Evaluation Methodology



14	Price Submission (30% weighting) 

14.1	Scores will be awarded for price on the following basis:

The lowest Total Contract Price (Yr 1) in Sterling GBP (excluding VAT) will be awarded the highest score (a mark of 30%).

All other Tenderers will be awarded pro rata scores on the relative competitiveness of their Total Contract Price (Yr 1) compared to the lowest Total Contract Price (Yr 1) e.g. (Total Contract Price (Yr 1) – Lowest Total Contract Price (Yr 1) / Lowest Total Contract Price (Yr 1) * 100) = X%. This percentage will be deducted from the total score (30%) available for Total Contract Price (Yr 1).

14.2	All pricing submissions should be in accordance with Appendix B – Pricing Schedule.


15	Quality / Non priced Submission (70% weighting)
15.1 	The evaluation panel will use the below scoring methodology for the evaluation of tenderer’s ITT submissions for the questions marked as ‘Scored’.
15.2	Scoring Matrix (Table 1):
	The following scoring system will be used to score those questions marked as ‘Scored’.
	Score
	Definition
	Description

	
10
	
Excellent
	The Tenderer has provided a response which addresses
all requirements of the question and provides the ECITB the utmost level of confidence.

	7
	Good
	The Tenderer has provided a response which addresses all requirements of the question and provides the
ECITB a good level of confidence.

	
5
	
Adequate
	The Tenderer has provided a response which addresses all requirements of the question and provides the ECITB an adequate level of confidence.

	
3
	
Poor
	The Tenderer’s response fails to address all requirements of the question and/or the ECITB has
serious reservations.

	0
	Unacceptable
	Response does not answer the question and/or is irrelevant and/or is otherwise unacceptable.











15.3 	Weightings will then be applied to those questions that are ‘scored’ as follows.

15.4	Question Weightings (Table 2):
	Evaluation Category
	Question Number(s)
	Question
	Weighting (%)

	 Information
	1.1
	 Tenderer Information
	N/A

	 Pass/Fail

	2.1 – 10.1
	 Mandatory questions
	N/A

	 Pricing 
	Appendix B
	 Pricing submission
	30%

	 Quality / Technical
	Appendix C

	Quality / Technical submission
	


	
	1
	 Experience and Portfolio
	40%

	
	2
	 Project Delivery
	15%

	
	3
	 Project Timelines & Budget Management
	10%

	
	4
	 Project Risk Management
	5%

	
	
	
	

	
	
	Quality Total
	70%

	
	
	Overall Total
	100%




16. 	Evaluation Methodology: Pass / Fail Criteria (Table 3)

	Question(s)
	Evaluation Category
	Scoring Methodology
	Weighting

	2.1 to 4.3

	Pass/Fail
	Exclusion Grounds
Pass = None of the exclusion grounds apply to the Tenderer OR one or more of the exclusion grounds does apply but the Tenderer has satisfactorily demonstrated its reliability and has therefore been considered to have ‘self-cleaned’
Fail = An exclusion ground applies to the Tenderer and the Tenderer has not satisfactorily demonstrated its reliability and has therefore not been considered to have ‘self-cleaned’.
Pass/fail criteria for Key Sub-Contractors
As stated above in respect of Tenderers.
Where one or more of the Tenderer’s Key Sub-Contractors is deemed to ‘fail’ the above-mentioned criteria, however the Tenderer itself is deemed to ‘pass’ this Question, the ECITB shall notify the Tenderer concerned and may provide the Tenderer with the opportunity to propose an alternative Key Sub-Contractor. However, in deciding whether to permit this, the ECITB will have regard to whether this would be permissible by the Regulations and in particular, whether this will
comply with the principle of equal treatment of all Tenderers as further explained in respect of Question 3.2 below.
	N/A

	6.1
	Pass/Fail

	Economic and Financial Standing
Pass = where the Tenderer selected ‘Yes’ in response to question 6.1, agreeing to its economic and financial standing being checked prior to executing any contract with the ECITB 
Fail = where the Tenderer selected ‘No’ in response to question 6.1, not agreeing to its economic and financial standing being checked prior to executing any contract with the ECITB.

Additional Information:
Prior to executing any contract with a successful Tenderer, the ECITB will carry out checks and analysis on that Tenderer to determine whether the Tenderer (or its
guarantor) has the necessary economic and financial standing to deliver the contract in accordance with the ECITB’s requirements.
Should the ECITB, based on its combined analysis, identify a concern regarding the Tenderer’s economic and financial standing which the ECITB considers to pose a material risk to its ability to deliver the ECITB’s contract requirements, and which is not addressed by any offered guarantee from a parent or group company or other entity whose financial standing does not pose a similar material risk, the ECITB at is sole discretion, may decide not to award the contract to that bidder.

The ECITB may give the Tenderer the opportunity to respond to or clarify the material risk which the ECITB has identified and provide any mitigating circumstances or reasons why this should not be treated as a material risk.  This is though at the sole discretion of the ECITB.


	N/A
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	In making this assessment, the ECITB will consider the following factors, in combination, as measures of the Tenderer’s (or its guarantor’s) financial standing, prior to execution of any contract:

1. Financial stability: Whether the Tenderer (or any guarantor) can demonstrate a stable trading position, typically whether it has consistently made a profit over the last two financial years (or the number of years of trading if less than two years); or, where there has been a loss, a clear explanation for the future stability of trading can be provided (i.e. loss arose due to early investment in a project or was exceptional and a return to profitability is expected);
2. Scale: That the indicative contract value does not form a disproportionate proportion of the Tenderer’s (or any guarantor’s) business, typically that the Tenderer’s annual turnover is at least twice the indicative value of a contract or group of contracts (as defined by the number of lots bid for by a Tenderer, if lotting applies to this procurement).

3. Other financial concerns: Where any further financial information relating to the Tenderer which is in the public domain identifies any other material concerns as to the Tenderer’s financial standing or stability.

Key Sub-Contractors

Prior to executing any contract with a successful Tenderer, the ECITB will also assess the economic and financial standing of any Key Subcontractors proposed by the Tenderer at its sole discretion, to the criteria noted above.
	

	
5.1
	
Pass/Fail
	Insurance
Pass = where the Tenderer has selected ‘Yes’, confirming it is able to commit to obtaining the type/level of insurance required prior to commencement of the contract.
Fail = where the Tenderer has selected ‘No’ and does not meet the criteria for a ‘pass’ in respect of this question.

	


N/A

	
7.1
	
Pass/Fail
	Health and Safety
Pass = where the Tenderer selected ‘Yes’ in response to question 7.1 and attached a copy of their current Health and Safety Policy, or where they selected N/A as they do not have a current Health and Safety Policy as employ fewer than 5 people
Fail = where the Tenderer selected ‘No’ in response to question 7.1 and has not attached a copy of their current Health and Safety Policy.

	
N/A

	
8.1
	
Pass/Fail
	Equality, Diversity and Inclusion
Pass = where the Tenderer selected ‘Yes’ in response to question 8.1 and attached a copy of their current Equality, Diversity and Inclusion Policy.
Fail = where the Tenderer selected ‘No’ in response to question 8.1 and has not attached a copy of their current Equality, Diversity and Inclusion Policy.

	
N/A

	
9.1
	
Pass/Fail
	
Quality Management Policy and Capability
Pass = where the Tenderer selected ‘Yes’ in response to question 9.1 and attached a copy of their current QMS Certificate.
Fail = where the Tenderer selected ‘No’ in response to question 9.1 and has not attached a copy of their current QMS Certificate.

	
N/A

	
10.1
	
Pass/Fail
	
Commitment to Budget
Pass = where the Tenderer selected ‘Yes’ in response to question 10.1.
Fail = where the Tenderer selected ‘No’ in response to question 10.1.
	
N/A



[bookmark: _Toc185262560][bookmark: _Toc185502929]Appendix A	Schedule of Prices 


INSTRUCTIONS FOR COMPLETION

Tenderers are required to complete the Schedule of Prices and return as part of their ITT response.  Tenderers shall:

1. Complete all required sections;
2. Not add further columns or rows or alter the Schedule of Prices in any way, unless specifically instructed to do so;
3. Ensure that each element within the Schedule of Prices totals correctly to two decimal places;
4. Submit their costs which are inclusive off all KNOWN Government legislative increases; and
5. Ensure that all prices must are quoted in Sterling (GBP) to two decimal places, exclusive of Value Added Tax (VAT).


Inaccurate completion of the Schedule of Prices will be taken into account when deciding whether the Tender submission can be accepted by the ECITB.


Schedule of Prices ECITB PH-0125

*Also downloadable as a separate attachment within the Contracts Finder Notice.
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Tenderers are required to respond to each of the items below by inserting their response to the question within the box marked Response.

1. Your Company Information (For Information Only)


	Question number
	Question
	Response

	1.1(a)
	Name (if registered, please give the registered name)
	 

	1.1(b) – (i)
	Registered address (if applicable) or head office address
	 

	1.1(b) – (ii)
	Registered website address (if applicable)
	 

	1.1(c)
	Trading status
a) - public limited company
b) - private limited company
c) - limited liability partnership
d) - other partnership
e) - sole trader
f) - third sector
g) - other (please specify your trading status)
	 

	1.1(d)
	Date of registration (if applicable) or date of formation.
	 

	1.1(e)
	Registration number (company, partnership, charity, etc if applicable).
	 

	1.1(f)
	Registered VAT number.
	 

	1.1(g) - (i)
	Are you registered with the appropriate professional or trade register(s) specified for this procurement in the country where your organisation is established?
	Yes      ▢        No       ▢


	1.1(g) - (ii)
	If you responded yes to 1.1(g) - (i), please provide the relevant details, including the name of the register and registration number(s), and if evidence of registration is available electronically, please provide
- the website address,
- issuing body
- reference number.
	 i.e.: UKPRN, 

	1.1(h)
	Are you a Small, Medium or Micro Enterprise (SME)?
	Yes      ☐             No        ☐

	1.1 (i)
	Details of Persons with Significant Control (PSC), where appropriate
- Name
- Date of birth
- Nationality
- Country, state or part of the UK where the PSC usually lives
- Service address
- The date he or she became a PSC in relation to the company
- Which conditions for being a PSC are met:
- Over 25% up to (and including) 50%
- More than 50% and less than 75%
- 75% or more
(Please enter N/A if not applicable)
	 

	1.1(j)
	Details of your immediate parent company:
- Full name of immediate parent company,
- Registered or head office address,
- Registration number (if applicable),
- VAT number (if applicable),
Please enter N/A if not applicable)
	 

	1.1(k)
	Details of ultimate parent company:
- Full name of ultimate parent company,
- Registered or head office address,
- Registration number (if applicable),
- VAT number (if applicable),
(Please enter N/A if not applicable)
	 


2. Pass/ Fail Criteria:  Mandatory Questions

Please complete all questions.

	Question number
	Question
	Declaration

	2.1 (a)
	Within the past five years, anywhere in the world, have you or any person who:
- is a member of the supplier’s administrative, management or supervisory body or
- has powers of representation, decision or control in the supplier,
- been convicted of any of the offences within the summary below?
	 

	-
	Participation in a criminal organisation.
	Yes      ☐       No       ☐ 

	-
	Corruption.
	Yes      ☐       No       ☐

	-
	Terrorist offences or offences linked to terrorist activities.
	Yes      ☐       No       ☐

	-
	Money laundering or terrorist financing.
	Yes      ☐       No       ☐

	-
	Child labour and other forms of trafficking in human beings.
	Yes      ☐       No       ☐

	-
	Any other offence within the meaning of Article 57(1) of the Directive as defined by the law of any jurisdiction outside England, Wales or Northern Ireland.
	Yes      ☐       No       ☐

	-
	Any other offence within the meaning of Article 57(1) of the Directive created after 26th February 2015 in England, Wales or Northern Ireland.
	Yes      ☐       No       ☐

	2.1(b)
	If you have answered yes to any part of question 2.1(a), please provide further details, including:

- date of conviction and the jurisdiction,
- which of the grounds listed the conviction was for,
- the reasons for conviction,
- the identity of who has been convicted.

If the relevant documentation is available electronically, please provide:

- the web address,
- issuing authority,
- precise reference of the documents.
	 

	2.1(c)
	If you have answered yes to any part of the question above, please explain what measures have been taken to demonstrate your reliability despite the existence of relevant grounds for exclusion. (Self-cleaning).
	 

	3.1(a)
	Please confirm that you have met all your obligations relating to the payment of taxes and social security contributions, both in the country in which you are established and in the UK.
	Yes      ☐       No       ☐

	3.1(b)
	If you have answered no to 3.1(a), please provide further details including the following:

- country concerned
- what is the amount concerned
- how the breach was established, i.e. through a judicial or administrative decision or by other means
- if the breach has been established through a judicial or administrative decision, please provide the date of the decision
- if the breach has been established by other means please specify the means
	 

	3.2
	Please also confirm whether you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including, where applicable, any accrued interest and/or fines.
	Yes      ☐       No       ☐       N/A       ☐       



Please Note: We reserve our right to use our discretion to exclude your bid where we can demonstrate by any appropriate means that you are in breach of your obligations relating to the payment of taxes or social security contributions.




	Question number
	Question
	Declaration

	4.1
	Within the past three years, anywhere in the world, have any of the situations summarised below and listed in full in Annex D applied to you?
	 

	4.1(a)
	Breach of environmental obligations?
To note that environmental law obligations include Health and Safety obligations.
	Yes      ☐   No       ☐

	4.1(b)
	Breach of social law obligations?
	Yes      ☐   No       ☐

	4.1(c)
	Breach of labour law obligations?
	Yes      ☐   No       ☐

	4.1(d)
	Bankruptcy or subject of insolvency?
	Yes      ☐   No       ☐

	4.1(e)
	Guilty of grave professional misconduct?
	Yes      ☐   No       ☐

	4.1(f)
	Distortion of competition?
	Yes      ☐   No       ☐

	4.1(g)
	Conflict of interest?
	Yes      ☐   No       ☐

	4.1(h)
	Been involved in the preparation of the procurement procedure?
	Yes      ☐   No       ☐

	4.1(i)
	Prior performance issues?
	Yes      ☐   No       ☐

	
4.1(j)
	
Do any of the following statements apply to you?
	

	4.1(j) - (i)
	You have been guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
	Yes      ☐   No       ☐

	4.1(j) - (ii)
	You have withheld such information.
	Yes      ☐   No       ☐

	4.1(j) –(iii)
	You are not able, without delay, to submit documents if/when required.
	Yes      ☐   No       ☐

	4.1(j) –(iv)
	You have undertaken to unduly influence the decision-making process of the ECITB to obtain confidential information that may confer upon you undue advantages in the procurement procedure, or to negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Yes      ☐   No       ☐

	4.2
	You are a relevant commercial organisation subject to Section 54 of the Modern Slavery Act 2015 if you carry on your business, or part of your business in the UK, supplying goods or services and you have an annual turnover of at least £36 million.

If you are a relevant commercial organisation, please:

- confirm that you have published a statement as required by Section 54 of the Modern Slavery Act.
- confirm that the statement complies with the requirements of Section 54.
	










Yes      ☐   No       ☐    

	4.3
	If you have answered YES to any of the questions in 4.1, or NO to question 4.2, please explain what measures have been taken to demonstrate your reliability despite the existence of a relevant ground for exclusion. (Self-cleaning)
	



	5.1
	Insurance

Please confirm whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:

Employer’s (Compulsory) Liability Insurance = £5m

Public Liability Insurance = £1m

Professional Indemnity Insurance = £1m


*There is a legal requirement for certain employers to hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. See the Health and Safety Executive website (PDF, 133KB) for more information
	






Yes      ☐    No     ☐


Yes      ☐    No     ☐

Yes      ☐    No     ☐




	6.1
	Financial Standing

Prior to execution of any contract, the Tenderer accepts it will be subject to financial checks to its economic and financial standing.  


	

Yes      ☐    No     ☐


	7.1
	Health and Safety

Please confirm that your organisation has a current Health and Safety Policy that complies with current legislative requirements (if applicable, i.e. your organisation has less than 5 employees).  

Please provide a copy with your submission.

	

Yes      ☐    No     ☐     N/A    ☐

 

	8.1
	Equality, Diversity and Inclusion

Please confirm that your organisation has a current Equality, Diversity and Inclusion Policy (ED&I) that complies with current legislative requirements?

Please provide a copy with your submission.

	

Yes      ☐    No     ☐



	9.1
	Quality management policy and capability

Does your organisation and all key supply chain members hold a certificate of compliance with BS EN ISO 9001 (or equivalent) issued by a Conformity Assessment Body accredited to provide conformity assessment services to that standard e.g., accredited by UKAS?

Please provide a copy certificate with your submission.

	

Yes      ☐    No     ☐



	10.1
	Commitment to Budget

Please confirm you are able to comply with the budget stated within the Specification.
	

Yes      ☐    No     ☐




  



 
3. Scored Quality Assessment (70%)

3.1	The questions in this scored assessment section account for 70% of the marks available and are weighted as indicated per question and as detailed within the scoring and evaluation criteria in Section 4.  Please note the maximum page limits stated for your responses.  Any responses over this limit will not be considered.  

	
1
	Experience and Portfolio
	Weighting 40%

	Question:  

Please provide a sample portfolio of relevant, recent work (within the past 3 years), demonstrating your expertise in designing, developing, and testing e-learning courses. Include examples of: 

1. Multimedia asset design, such as videos, graphics, interactive elements. 
2. Successful e-learning projects that were tested and implemented, including outputting to SCORM/xAPI files.
3. Projects leveraging outputs from the Design stage, such as storyboards, screen plans, and wireframes, as well as outputs from the Development stage of the ADDIE model, including prototypes and full builds. 
4. Flexibility in task delivery, including call-off models or similar approaches.


	
Response:



	
Maximum: 2 sides of A4 





	
2
	Project delivery
	Weighting 15%

	Question:  

Please detail your approach to project delivery for this contract, aligned with the ADDIE model.


	
Response:




	
Maximum: 1 side of A4 



	
3
	Project timelines and Budget Management
	Weighting 10%

	Question:  

Please provide examples of how you manage both time and budget as part of project delivery, such as project status and budget updates, etc.



	
Response:



	
Maximum: 1 side of A4 



	
4
	Project Risk Management
	Weighting 5%

	Question:  

Please identify what you perceive to be the main risks to project delivery of this contract and propose how you would mitigate them.


	
Response:





	
Maximum: 1 side of A4 
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I/We the undersigned, hereby Tender and offer to provide the services which are more particularly referred to in the Invitation to Tender (ITT) supplied to me/us for the purpose of Tendering for the provision of the services and upon the terms thereof.

I/we certify that the information supplied is accurate to the best of my/our knowledge and I/we understand that false information could result in the exclusion of my/our Tender.

I/we understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body and that any such action will entitle the ECITB to cancel any contract currently in force and will result in my/our exclusion from the list of Tenderers invited to Tender and/or exclusion of my/our Tender.

I/we hereby certify that I/we have/will not canvass any Director, employee, representative or adviser of ECITB in connection with the proposed award of the contract by ECITB and that no person employed by me/us or acting on my/our behalf, or advising me/us, has/will done/do any such act.

I/we confirm that save as expressly provided for, the Tenderer undertakes to keep confidential all information concerning its ITT and all other information concerning the business and affairs of ECITB which the Tenderer has received or obtained in connection with this ITT, or in discussion relating to it.

I/We confirm that we accept the contract as issued with the Invitation to Tender.

I/We undertake in the event of acceptance of our Tender and closure of the tender process to execute the contract within 10 business days of such acceptance (or otherwise as agreed with ECITB).

I/We agree that ECITB may disclose the Tenderer's information/documentation (submitted to ECITB during this further competition) more widely within Government for the purpose of ensuring effective cross-Government procurement processes, including value for money and related purposes.

Statement of non-canvassing.

I/we hereby certify that I/we have not canvassed any Minister, Director, employee, representative or adviser of ECITB in connection with the proposed award of the contract by ECITB, and that no person employed by me/us or acting on my/our behalf, or advising me/us, has done any such act.

I/we further hereby undertake that I/we will not canvass any Minister, Director, employee, representative or adviser of ECITB in connection with the award of the contract and that no person employed by me/us or acting on my/our behalf, or advising me/us, will do any such act.

Statement of non-collusion

The essence of selective Tendering for the contract is that ECITB shall receive bona fide competitive Tenders from all Tenderers.  In recognition of this principle, I/we certify that this is a bona fide offer, intended to be competitive and that I/we have not fixed or adjusted the amount of the offer in accordance with any agreement or arrangement with any other person.  I/we also certify that I/we have not done, and undertake that I/we will not do, at any time any of the following acts:
a) communicate to a person other than ECITB, the amount or approximate amount of my/our proposed offer except where the disclosure in confidence of the approximate value of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender; or
b) enter into any agreement or agreements with any other person that they shall refrain from Tendering or as to the amount of any offer submitted by them; or
c) offer or agree to pay or give or actually pay or give any sum of money, inducement or valuable consideration, directly or indirectly, to any person for doing or having done or having caused to be done in relation to any other offer or proposed offer, any act or omission.


Conflict Of Interest

I/we confirm that, based on the information provided in the ITT and in the general public domain I/we would have no conflicts of interest in respect of providing the works if offered this appointment.

I/we agree that ECITB may, in its consideration of the offer and in any subsequent actions, rely upon the statements made in this Certificate.

I/we confirm that the Tender remains valid for a minimum of six months from the date of this Tender Certificate.

I/we confirm that the undersigned are authorised to commit the Tenderer to the contractual obligations contained in the Invitation to Tender and the contract.


	Signed:

	

	Name:  

	

	Position: 

	

	For and on behalf of (Tenderer Organisation):

	

	Email Address:

	

	Phone Number:

	

	Address:
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The ECITB is subject to the provisions of the Freedom of Information (FOI) Act 2000.

If you consider that any information supplied for the purposes of your ITT response or which will be supplied during the performance of the contract is either confidential in nature or commercially sensitive (within the meaning of the aforementioned Act under sections 41 or 43, please see the guidance on exemptions on the information commissioner’s website on www.ico.gov.uk ), this should be highlighted in the body of your ITT response and the reasons for its sensitivity given in the table below.

Submission of a completed table does not guarantee that the information highlighted will be recognised as an exemption and this will be subject to clarification.

	1.	Document submitted

	

	2.	Section/paragraph of document

	

	3.	Specify the Information/wording considered to be confidential/ commercially sensitive

	

	4.	Reasons/ justifications for Information being confidential/ commercially sensitive	
	

	5.	Timescale which information under (3) shall be confidential

	





ECITB
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The Engineering Construction Industry Training Board (ECITB) is pleased to invite you to tender for the contract:



E-learning Design, Development, and Testing Services for ECITB Courses (PH01:25).

Full details are included in these documents, which describe:

· the services required

· the basis of tendering; and

· the processes to be followed in the submission of tender offers.



[bookmark: _Toc97822013]1. Background

The ECITB is the employer-led skills, standards and qualifications body for the development of the engineering construction workforce of Great Britain. An arms-length body of the UK Government, the ECITB reports to the Department for Education. 

The ECITB works with employers and training providers to attract, develop and qualify the engineering construction workforce in a wide range of craft, technical and professional disciplines. We invest about £25 million each year to support skills development within the industry.

The organisation was established to address a market failure within the industry to provide training to its workforce. The ECITB addresses this market failure through its levy and grant system, which is used to drive up skill levels and fund training that would otherwise not take place.

[bookmark: _Toc97822014]Along with the education sector, government and employers, we work to ensure the UK has workers with the skills to meet the needs of the engineering construction industry. We design and award a wide range of qualifications, covering craft, technical and managerial disciplines. We are also responsible for developing and maintaining National Occupational Standards for the industry, which form the basis of our Training Standards, Vocational Qualifications, Technical Tests and Licensed Programmes, delivered by our approved network of training providers.


2. Definitions



In this specification, the following terms shall have the following meanings:

· Contractor: The Provider successfully awarded the Contract.

· Client: The ECITB (Engineering Construction Industry Training Board).

· Parties: The ECITB and the Contractor.

· Multimedia assets: Digital elements including, but not limited to, MP4 videos (with or without audio), explainer videos, vector graphic illustrations (JPEG format), infographics, icons, symbols, characters, and any other visual or interactive materials. All assets must be optimised for use in commercially available e-learning courses compatible with devices of all kinds.

· ADDIE Model: A systematic instructional design framework consisting of Analysis, Design, Development, Implementation, and Evaluation, used to guide the creation of learning experiences.

· SCORM: Shareable Content Object Reference Model, a set of technical standards for e-learning software to ensure compatibility and interoperability.

· xAPI: Experience API, a technical standard for tracking and recording learning activities across various platforms and devices.

· Deliverables: Any tangible or intangible output provided by the Contractor under this Contract, including but not limited to design documents, prototypes, multimedia assets, and final course builds, as specified in the Scope of Work.

· Call-off Model: A flexible contracting approach that allows individual tasks to be initiated and priced separately based on pre-agreed rates. 



[bookmark: _Toc97822015]3. Scope



· The ECITB is seeking to expand its suite of e-learning courses, currently developed in Articulate Storyline, which remains our preferred authoring tool. These courses are branded to align with ECITB guidelines and are designed to be engaging and effective. 

· Each course has a maximum duration of 30 minutes and includes voiceover narration to complement onscreen text and imagery. 

· Our aim is to achieve production values comparable to those of iHasco, incorporating high-quality multimedia elements such as videos, animations, and interactive content. 

· The inclusion of video production, where feasible, is encouraged to enhance the learning experience.

· In 2025, we plan to add six new e-learning courses to our portfolio within the annual budget of £60,000. This translates to an average budget of £10,000 per course, based on guidance and experience from our current supplier. 

· To meet these standards, updates to the existing custom templates in Articulate Storyline will be necessary, particularly to better accommodate a video-centric design approach.



Key Requirements

From a client brief, storyboard, or other design documentation provided by ECITB or created by the Contractor, the Contractor will:

1. Course Development

· Design, develop, and test e-learning courses aligned with ECITB standards and design documentation outputs.

· Deliver design documentation, including storyboards, screen plans, and wireframes, as required.

· Develop prototypes and full builds from either ECITB-provided or Contractor-created designs.



2. Multimedia Asset Creation

· Create multimedia assets, which may include, but are not limited to:

1. MP4 videos

2. Podcasts

3. Infographics

4. Interactive documents

5. Microlearning modules

· Provide comprehensive graphic design elements, such as vector graphics, logos, banners, icons, symbols, characters, and scenes.

· Supply royalty-free images suitable for commercial use.



3. Options and Flexibility

· Offer comprehensive project planning and delivery for defined courses.

· Provide a flexible call-off model with a time and price list for tasks to be agreed upon per need.



4. Template and UI Enhancement

· Update custom Storyline templates to suit video-centric approach (estimated effort: 6 days).

· Create storyboard and branching scenario templates (estimated effort: 3 days).



5. Animation and Video Production

· Price and produce animations (2D and 3D) and videos, including:

1. Talking head videos

2. Stock video integrations

3. Produced/scenario-based videos

4. Animated overlays



Budget

A maximum budget of £60,000 per annum for a period of three years (subject to optional extensions).



[bookmark: _Toc97822016]4. The Services

1. The Contractor must support usability testing and provide revisions based on feedback from ECITB.

2. Ensure all deliverables meet SCORM and xAPI standards for seamless integration with ECITB’s LXP and LRS.

3. Produce design documentation, such as storyboards and screen plans, and to work effectively with those provided by ECITB.

4. Deliver outputs from the Development stage of the ADDIE model, including prototypes and full course builds.

5. ECITB will determine the acceptability of all deliverables.

6. The Contractor will provide up to two rounds of revisions to deliverables, based on client review feedback.



Tenders should include:	Comment by Mel Johnson: @Paul Hammonds - does this reflect to the pricing sheet you have created?	Comment by Mel Johnson: Updated

1. A breakdown of costs based on a flexible pricing model:

a. Day rates and estimated times (Days) for core tasks.

b. Costs for design, development, testing, and asset creation individually (Core task).

2. Allowance for progress meetings with the defined ECITB contact on a fortnightly basis (typically 15 mins duration), as well as any additional contact via telephone/email/Teams they feel may be required to keep the project on track.



[bookmark: _Toc97822017]6. Expenses

Any expenses incurred by the Consultant in the performance of the contract, such as hotel costs, pilot costs and air/rail travel, will only be reimbursed by ECITB if:

· they are reasonable

· they are agreed in advance with the Nominated Contact

· claims for such expenses are accompanied by valid receipts

Agreed exceptional expenses must be inclusive of VAT

It is the ECITB’s policy to agree exceptional expenses on the following basis:

· Rail journeys - Standard Class

· Car mileage - Not to exceed 45p per mile, all inclusive

· Airfares - economy class

· Taxis/Hire Cars should only be used if other forms of public transport are not available. (Hire cars, if used, must not be retained unless retention is a cheaper option than any necessary use of taxis)

· Hotels - Up to 3 star

Agreed expenses will be reimbursed on an ‘as incurred’ basis and should not be included in any tender costings.
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Form of Contract 20241212 ECITB Service Provision Agreement Design for Elearning PH01-25.docx
This Agreement dated:  <Insert Date>



is made between:



1. The Engineering Construction Industry Training Board of Office F15, Kings House Business Centre, Home Park Estate, Station Road, Kings Langley, Hertfordshire, WD4 8LZ (“ECITB”); and



2. <Insert Company Name> (company registration number: <Insert No.>) whose registered office is at <Insert Register Office Address> (“the Contractor”) hereinafter collectively referred to as the “Parties.”





WHEREAS

The Contractor has agreed to provide certain course development services upon the terms and conditions of this Agreement. 



NOW IT IS AGREED as follows:



[bookmark: _Toc320786429]1.	DEFINITIONS

In this Agreement the following expressions shall have the following meanings: 



1.1 “Services” means the services to be provided by the Contractor as described in the Schedule.



1.2 “Programme” means the programme for the provision of the Services set out in the Schedule.



1.3 “Additional Services” means any additional services requested by ECITB to be provided by the Contractor that are not included within the description of the Services.



1.4 “Price” means the fixed, all-inclusive price for the provision of the Services as detailed in the Schedule.



1.5 “Rates” means the rates payable in respect of the Additional Services as detailed in the Schedule.



1.6 “Confidential Information” means all or any written material, documentation, illustrations, photographs, designs, drawings, data, technical, business and similar information of a confidential nature relating to the business of ECITB or its clients including all readable or computer or other machine readable data.



1.7 “Intellectual Property” means any patent, registered design, copyright, database right, design right, topography right, trade mark, trade name, application to register any of the aforementioned rights, trade secret, inventions, computer software, right in unpatented know-how, right of confidence and any other intellectual or industrial property right of any nature whatsoever in any part of the world including without limitation:



1.7.1 any renewals, revisions and extensions created or provided by the laws of any country;      

1.7.2 all rights of action and remedies in relation to past infringements; and

1.7.3 the right to apply for registration of any such rights in any country of the world.



1.8 “Documents” means all records, reports, documents, papers, media and other materials whatsoever created by ECITB or on behalf of ECITB or originated by or upon behalf of the Contractor pursuant to this Agreement. 



1.9 The Contractor’s Intellectual Property means any documents, records, reports, documents, papers, images, media, software or any other materials created or owned by the Contractor prior to this Agreement.



1.10 “Expenses” means the expenses which the Contractor shall be entitled to be paid as set out in the Schedule.



1.11 ‘Works’ shall mean any documents, reports and any other materials or media which are produced or created by the Contractor for ECITB.



1.12 “Key Personnel” means the person or persons as defined in the Schedule.



1.13 ‘Project Manager’ means the person or persons as defined in the Schedule.



1.14 “Electronic Signature means the technology that allows a person to electronically affix a signature or its equivalent to an electronic document, as and when agreeing to an online contract, which may include (without limitation) and at ECITB’s discretion:



a. a person typing his or her name into a contract or into an email containing the terms of a contract; or

b. a person electronically pasting his or her signature into an electronic version of the contract in the appropriate place; or

c. a person accessing a contract through a web-based e-signature platform and clicking a tick box to demonstrate agreement or clicking to have his or her name in a typed or handwriting font automatically inserted into the contract in the appropriate place;



1.15	“Contract Term” means a period of 1 year from the Commencement Date, plus any Extended Contract Period under clause 8.2;



2.	The Contractor’s Work



2.1	The Contractor shall provide the Services in accordance with the Programme.



2.2	The Contractor shall provide the Additional Services.



2.3	The Contractor shall provide the Services and the Additional Services to ECITB at such times and at such locations as ECITB shall reasonably direct.



2.4	Whilst providing the Services and the Additional Services the Contractor may give the impression that it is a representative of ECITB provided that the Contractor shall not hold him/herself out as being able to bind ECITB.



2.5	The Contractor shall, in the provision of the Services and the Additional Services, liaise with and report to the Project Manager or such other individual nominated by ECITB.





3.	Standard of the Contractor’s Work



3.1	In the provision of the Services and the Additional Services, the Contractor shall use the skill care and knowledge to be expected of an expert in his/her profession.  The Contractor shall undertake any training as deemed necessary by ECITB in order to perform his/her duties.



3.2	The Contractor shall not be entitled to assign any of his/her obligations hereunder, nor to engage the services of any subcontractor to carry out any of his/her obligations hereunder, without the prior written consent of the Project Manager.



3.3	The Contractor shall comply with such conditions, policies and procedures as shall be notified by ECITB to the Contractor from time to time.



3.4	The Contractor shall project a professional image and demonstrate commitment to the work of ECITB at all times.



3.5	If in the reasonable opinion of ECITB there is any unsatisfactory or incomplete work it shall be made good at the Contractor’s own expense and within an agreed timescale.



3.6	The Contractor shall ensure that all of its personnel engaged in the provision of the Services and the Additional Services:



3.6.1	have the necessary skills, expertise, qualifications and diligence to undertake such work and will conform to the professional standards generally observed for similar services; and

3.6.2	comply with the provisions in this Agreement relating to Confidential Information; and



3.7	The Contractor agrees that the Services and the Additional Services will be carried out by the Key Personnel.



3.8	The Contractor agrees that the Key Personnel shall not be replaced before the completion of the Services and the Additional Services without notice to ECITB, unless:



3.8.1	the individual to be replaced is prevented by ill-health from carrying out his or her duties in connection with this Agreement for a significant period;

3.8.2	the individual resigns from employment with the Contractor;

3.8.3	the contract of employment of the individual is terminated; or

3.8.4	ECITB makes a reasonable written request to the Contractor to replace the individual because he has performed unsatisfactorily or has caused a breach of any of the Contractor’s obligations under this Agreement.



3.9	If any such person is replaced, the Contractor shall consult with ECITB about the identity of a suitable replacement.



4.	Payment



4.1	In consideration of the Contractor providing the Services, ECITB shall pay to the Contractor the Price which shall be invoiced to ECITB upon the achievement of the specified milestones set out in the Programme and subject to the terms set out in clause 5.



4.2	In consideration of any Additional Services, ECITB shall pay to the Contractor the amounts invoiced by the Contractor to ECITB calculated in accordance with the Rates and subject to the terms set out in clause 5.



4.3	The reasonable expenses (whether in respect of travelling or other out-of-pocket expenses) of the Contractor directly incurred in carrying out the Services or the Additional Services shall be payable by ECITB in accordance with the guidelines appearing in the Schedule subject to all such expenses having been approved in writing by ECITB prior to being incurred.



4.4	The Contractor shall maintain records of time spent, and invoices shall be prepared in such detail as ECITB may require, in order to enable ECITB to verify the amount claimed for payment.



5.	Invoicing and Payment



5.1	The Contractor shall be entitled to submit an invoice on the achievement of the milestones in the Programme.



5.2	The Contractor shall be entitled to submit an invoice on the achievement of the Additional Services in accordance with the Rates.



5.3      The Contractor shall submit such invoices in accordance with the following requirements and any invoice submitted shall not be paid if the following requirements are not met. Invoices must be submitted:



(1) in a format and with supporting documentation or reports specified by ECITB; and



(2) by e-mail to the Project Manager. 



5.4	ECITB will pay each invoice (a VAT invoice if appropriate) within 30 days of its receipt, subject to ECITB being satisfied as to the quality of the Services provided and the stage of completion of milestones.



5.5	The Services being provided by the Contractor may not be subject to VAT.  



5.6	For the avoidance of doubt in the event that the Contractor should fail to submit

            reports and other information to ECITB in accordance with the terms of this 

            Agreement, ECITB shall be entitled to withhold any payments to the Contractor   

            until such time as the reports and information have been correctly submitted.



6.	Confidentiality and Intellectual Property Rights



6.1	The Contractor shall secure and keep safe any Confidential Information and Intellectual Property which it may obtain or create during the course of providing the Services relating to ECITB’s business or activities and shall not, during the course of this Agreement or any time thereafter, disclose such information to any other person.



6.2	On the ending of the Agreement the Contractor shall return to ECITB all Confidential Information, the Documents and any other documents, data in whatever form, or drawings with which it may have been supplied by ECITB and any copies of the same which it may have made during the course of providing the Services.



6.3	The obligations of confidence referred to in Clause 6.1 shall not apply to any Confidential Information or documents or any other information which:



	6.3.1	is in the possession of and is at the free disposal of the Contractor, or is 	published or is otherwise in the public domain prior to the date of this 	Agreement;



	6.3.2	is, or becomes, publicly available on a non-confidential basis through no fault 	of the Contractor;



	6.3.3	is received in good faith by the Contractor from a third party who, on 	reasonable enquiry by the Contractor, claims to have no obligations of 	confidence to ECITB in respect of it and who imposes no obligations of 	confidence upon the Contractor.



6.4 The ownership of and copyright in the Intellectual Property, the Documents, the Works and any reports, or data in any form which the Contractor may prepare during the provision of the Services, shall belong to ECITB and shall not be reproduced or disclosed by the Contractor.



6.5 The Contractor shall not without the prior written consent of ECITB:



6.5.1 Sell, hire rent or otherwise deal with, part with possession of or distribute the Intellectual Property, the Documents, the Works or any work in progress, reports or data in any form which the Contractor may prepare during the provision of the Services.

6.5.2 Permit the Intellectual Property, the Documents, the Works or any work in progress, reports or data in any form which the Contractor may prepare during the provision of the Services to be copied or made available to any third party.

6.5.3 Use the Intellectual Property, the Documents, the Works or any work in progress, reports or data in any form which the Contractor may prepare during the provision of the Services to create any derivative works or other works therefrom.



6.6 The Contractor agrees to assign to ECITB all right, title and interest in and to any Confidential Information and Intellectual Property made, originated or developed during the course of the Services, together with any other Intellectual Property rights arising from the provision of the Services.  For the avoidance of doubt, title to all new Intellectual Property (including but not limited to copyright) arising from the conduct of the Services shall wholly vest in or be wholly vested in ECITB (unless subject to third party rights).



6.7 For the avoidance of doubt The Intellectual Property rights in the Contractor’s Intellectual Property shall be and remain vested in the Contractor.



6.8 All Intellectual Property subsisting in the Documents is the property of ECITB. 



6.9 ECITB hereby grants the Contractor a non-exclusive terminable licence to use the Documents, and the Intellectual Property subsisting in the Documents during the term of this Agreement, such use shall be limited to what is required to fulfil the Contractor’s obligations under this Agreement.



6.10 Immediately following the date of this Agreement the Contractor grants to ECITB a non-exclusive, perpetual, royalty free, irrevocable, non-transferable right to use all the Contractor’s Intellectual Property which form part of the Works for any purpose.



6.11 All Intellectual Property subsisting in the Works during the term of this Agreement other than the Contractor’s Intellectual Property forming part of the Works is hereby assigned by the Contractor to ECITB.



6.12 The Contractor hereby unconditionally and irrevocably waives, in respect of the Works and any updates or revisions to such Works made by the Contractor, all rights to be identified as the author of the Works and all rights to object to derogatory treatment of the Works to which the Contractor may now or at any future time be entitled under the Copyright, Designs and Patents Act 1988 as amended from time to time and under all similar legislation from time to time in force anywhere in the world.



6.13 The Contractor agrees and undertakes not to reproduce or include in the Documents or the Works any Intellectual Property owned by any other party.



6.14 The provisions of this clauses 6.6 to 6.14 inclusive shall apply during the continuance of this contract and after its termination howsoever arising.



7.	Status of the Contractor



7.1	The parties acknowledge that under the terms of this Agreement the Contractor has been engaged as an independent consultant and this Agreement constitutes a contract for the provision of services and not a contract of employment.  Accordingly, nothing in this Agreement will make the Contractor an employee, agent or partner of ECITB and the Contractor will not hold itself out as such.



7.2	As the Contractor is not an employee it will not be entitled to receive from ECITB any salary, bonus or sick pay, holiday pay, pension contributions or any other employee benefits.



7.3	Unless a company the Contractor warrants and represents to ECITB that it is a self-employed person for national insurance and tax purposes. The Contractor shall be responsible for all income tax liabilities and national insurance or similar contributions in respect of the fees paid by ECITB in accordance with clause 4.1 herein and ECITB shall not make any deductions from the fees payable to the Contractor unless required to do so by law. The Contractor  agrees to indemnify ECITB forthwith against any loss, costs, interest, liability, damages or proceedings howsoever arising out of or in connection with any non-payment by the Contractor of any income tax and/or national insurance liabilities relating to the Services.



7.4	In respect of the Services provided to ECITB, the Contractor agrees that an amount equal to the amount of tax (if any) so assessed by a tax authority and paid by ECITB to the relevant tax authority may be deducted from any fees payable to the Contractor under this Agreement.



7.5	The Contractor will account for any applicable VAT to the appropriate authorities.



7.6	The Contractor shall adhere to the principles of all ECITB’s policies and procedures whilst on ECITB’s business and at all ECITB offices.  The Project Manager will be able to advise on these matters.  Failure to comply with ECITB’s policies and procedures will result in the termination of the Contractor’s business relationship and contract for Services.



8.	Duration



8.1 [bookmark: _heading=h.2et92p0]This Agreement will commence on the Commencement Date and continue in full force      and effect for the Contract Term unless terminated in accordance with clause 9 (Termination) (the “Initial Contract Period”).



8.2 The Contract Term may be extended by written agreement of the Parties, for a period of up to 2 years (1+1 years) (the “Extended Contract Period”) at the end of the Initial Contract Period, provided either Party gives written notice to the other of an intention to extend no later than 3 months before the end of the Initial Contract Period.





9.	Termination



9.1	Either party shall be entitled to terminate this Agreement.  One month’s written notice of termination shall be given by either party. 



9.2	Either party shall be entitled to terminate this Agreement forthwith if the other party shall be in serious or continued breach of its obligations.  Without limitation ECITB may, by notice in writing, immediately terminate this Agreement if the Contractor shall:



	9.2.1	be in breach of any of the terms of this Agreement which in the case of a 	breach capable of remedy is not remedied by the Contractor within 21 days of 	receipt by the Contractor of a notice from ECITB specifying the breach and 	requiring its remedy;



	9.2.2	be incompetent, guilty of gross misconduct and/or serious or persistent 	negligence in respect of his/her obligations hereunder;



	9.2.3	fail or refuse after written warning to carry out the duties reasonably and 	properly required of him/her hereunder.

9.3 	ECITB shall have the right to terminate this Agreement in the event:

9.3.2	that the Contractor breaches the terms of any licence provided under this Agreement;

9.3.3	that the Contractor infringes the intellectual property of ECITB; 

9.3.4	that an order is made or a resolution is passed for the winding up of the Contractor, or circumstances arise which entitle a court of competent jurisdiction to make a winding up order of the Contractor; or

9.3.5	that an order is made for the appointment of an administrator to manage the affairs, business and property of the Contractor, or documents are filed with a court of competent jurisdiction for the appointment of an administrator of the Contractor, or notice of intention to appoint an administrator is given by the Contractor or its directors or by a qualifying floating charge holder (as defined in paragraph 14 of Schedule B1 to the Insolvency Act 1986); or

[bookmark: a981235]9.3.6 	that a receiver is appointed of any of the Contractor’s assets or undertaking, or circumstances arise which entitle a court of competent jurisdiction or a creditor to appoint a receiver or manager of the Contractor or if any other person takes possession of or sells the Contractor’s assets; or

9.3.7 [bookmark: a240179][bookmark: a728928]that the Contractor makes any arrangement or composition with its creditors, or makes an application to a court of competent jurisdiction for the protection of its creditors in any way; or

9.3.8 that the Contractor ceases, or threatens to cease, to trade; or

9.3.9 of any other reason in the reasonable discretion of ECITB.



9.4	Notwithstanding the foregoing, ECITB may not terminate this Agreement solely for the reason of the Contractor’s inability to provide the Services through illness or injury, unless such illness or injury prevents the Contractor providing any Services to ECITB for a consecutive period of six weeks or for an aggregate period of six weeks in any period of 12 calendar months.



10 Assignment



10.1	Neither party may assign or otherwise transfer this Agreement without the prior written consent of the other party.  In the event that consent for assignment is given, the terms of this Agreement will be binding upon each party’s respective successor.



11	Payment on Termination



11.1	If this Agreement shall be terminated because of the default of the Contractor then the Contractor shall indemnify ECITB against costs, losses or damages suffered by ECITB as a result of such default.



12. Indemnity

12.1	The Contractor shall indemnify and hold ECITB harmless from all claims and all direct, indirect or consequential liabilities (including loss of profits, loss of business, depletion of goodwill and similar losses), costs proceedings, damages and expenses (including legal and other professional fees and expenses) awarded against, or incurred or paid by ECITB as a result of or in connection with:

	(a) any alleged or actual infringement, whether or not under English law, of any third party’s Intellectual Property Rights or other rights arising out of the use or supply of the Services;

	(b) any claim made against ECITB in respect of any liability, loss, damage, death, injury, professional negligence, cost or expense sustained by ECITB’s employees or agents or by any third party to the extent that such liability, loss, damage, injury, cost or expense was caused by, relates to or arises from the provision of the Services as a consequence of a direct or indirect breach or negligent performance or failure or delay in performance of this Agreement by the Contractor.
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12.2 The Contractor shall insure against the claims and all direct, indirect or consequential liabilities (including loss of profits, loss of business, depletion of goodwill and similar losses), costs proceedings, damages and expenses (including legal and other professional fees and expenses) described in clause 11.1. hereof.



13.	Notices



13.1	Any notices sent under this Contract must be in writing and sent by hand, by post or by email. The table below sets out deemed time of delivery and proof of service for each.



		Notice delivered

		Deemed time of delivery

		Proof of service



		By first class post, special delivery or other recorded delivery

		2 Working Days from the date of posting

		Proof that the envelope was addressed and delivered into the custody of the postal authorities



		Email

		09:00 hours on the first Working Day after sending

		Dispatched in an emailed pdf to the correct email address without any error message







13.2     For the purpose of this Clause and calculating receipt all references to time are to local time in the place of receipt.







14. Changes to the Agreement



a. All changes to this Agreement must be approved in writing by authorised officials of both parties and follow the procedure set out in clauses 13.2 to 13.5 of this Agreement.



b. The party wishing to initiate a change (“the initiator”) must advise the other party (“the recipient”) of the proposed change in writing (by post or by email).



c. The recipient will consider and assess the proposal and if necessary enter into dialogue with the initiator in order to formulate its response.



d. The recipient will respond to the initiator’s proposal in writing (by post or by email) and include related information such as variations in fees which may arise as a consequence of the proposed change.



e. The parties will use their reasonable endeavours to reach agreement concerning the proposed change.



15. Severability



15.1	The provisions of this Agreement shall be deemed severable, and the unenforceability of any one of the provisions shall not affect the enforceability of other provisions. In the event that a provision is found to be unenforceable, the parties shall substitute that provision with an enforceable provision that preserves the original intent and position of the parties.





16. Counterparts and E-Signing 



16.1     This Agreement may be executed in counterparts or duplicates, each of which, when executed and delivered, shall be an original, and such counterparts or duplicates together shall constitute one and the same instrument.

16.2      This Agreement may be executed by Electronic Signature. 

17. Entire Agreement



17.1	This document constitutes the entire agreement between the parties and supersedes all other prior agreements between the parties for the provision of such services. 



18. Law and Jurisdiction



18.1	This Agreement shall be governed by and construed in accordance with the law of England and each party agrees to submit to the exclusive jurisdiction of the courts of England.

















Signed ………………………………….		Signed ………………………………….

for ECITB 						for the Contractor





Date …………………………………….		Date …………………………………….









Signed ………………………………….		

for ECITB 						





Date …………………………………….		



This agreement should be returned within 14 days of the date of issue.


The Schedule



1. Definitions:



In this Schedule the following expressions shall have the following meanings:



[bookmark: _Int_dVahAg4Y]“ECI” means the Engineering Construction Industry. For more information on the ECI see: https://www.ecitb.org.uk/about-us/


“Course” means an ECITB-created digital learning programme.

“Multimedia Assets” means digital elements including, but not limited to, MP4 videos (with or without audio), explainer videos, vector graphic illustrations (JPEG format), infographics, icons, symbols, characters, and any other visual or interactive materials. All assets must be optimized for use in commercially available e-learning courses compatible with devices of all kinds.

“ADDIE Model” means a systematic instructional design framework consisting of five phases: Analysis, Design, Development, Implementation, and Evaluation. This framework guides the creation of effective and structured learning experiences.

“SCORM (Shareable Content Object Reference Model)” means a set of technical standards for e-learning software that ensures compatibility, reusability, and interoperability of digital learning content across various Learning Management Systems (LMS).

“xAPI (Experience API)” means a technical standard for tracking and recording learning activities across diverse platforms and devices, offering detailed insights into user interactions and progress.

“Deliverables” means any tangible or intangible output provided by the Contractor under this Agreement, including but not limited to design documentation, prototypes, multimedia assets, final course builds, and any other specified outputs in the Schedule.

“Call-off Model” means a flexible contracting approach enabling individual tasks to be initiated and priced separately based on pre-agreed rates and terms

“Extension Option” means the discretionary right of ECITB to extend the duration of the Agreement for additional terms with a corresponding adjustment to the contract price, under the same terms and conditions.



2. The Services



2.1 General



 The Contractor shall:

1. Project Planning and Management:

· Actively manage agreed schedules and timelines to ensure timely completion of deliverables.

· Identify challenges promptly and collaborate with ECITB’s Project Manager to resolve them.

· Provide regular updates, including fortnightly progress meetings or as otherwise agreed.

2. Design, Development, and Revision:

· Design, develop, and test multimedia e-learning courses in alignment with ECITB briefs, standards, ADDIE Model, and SCORM/xAPI compliance.

· Provide two rounds of revisions for each deliverable based on ECITB feedback.

3. Compliance and Optimisation:

· Ensure all deliverables are optimised for minimal file size while maintaining high resolution and compatibility across devices.

4. Cultural Neutrality and Diversity:

· Develop multimedia assets that are culturally neutral and inclusive, reflecting the diversity within the Engineering Construction Industry (ECI).

5. Ownership and Licensing:

· Deliver only materials for which ECITB will hold copyright or have unrestricted usage rights. Materials must be royalty-free and suitable for commercial use.

6. Recommendations and Guidance:

· Provide ongoing advice on features, functionalities, and best practices for e-learning.

7. Extension provisions:

· The Contractor agrees to provide Services for any extension periods should ECITB choose to exercise its discretionary option to extend the duration of the Agreement. Extensions shall be subject to an adjustment to the contract price based on agreed terms for the extended period.







2.2 Additional Services



ECITB may request additional or alternative multimedia assets under the call-off model. These requests will not incur additional costs unless expressly agreed in writing and within the pre-agreed budget.





3. Deliverables



The Contractor shall produce the following deliverables, as required by specific projects, based on briefs or as proposed and approved in developed design documentation:

1. Multimedia Assets:

a. MP4 videos, explainer videos, podcasts, infographics, interactive documents, and microlearning modules.

2. Design Documentation:

a. Storyboards, screen plans, and wireframes provided by ECITB or created by the Contractor.

3. Graphic Design Elements:

a. Vector graphics, banners, icons, symbols, characters, and other elements required by ECITB.

4. Template Creation:

a. Updated Articulate Storyline templates aligned with ECITB branding.

5. Revisions:

a. Up to two rounds of revisions based on ECITB feedback.

6. Optimisation:

a. Ensure all deliverables meet SCORM/xAPI standards and are optimised for seamless integration with ECITB’s platforms.



4. Payment terms



4.1. Payments shall be made in accordance with the following milestones:

· Milestone 1: 30% of the total contract value upon contract award.

· Milestone 2: 23.3% of the total contract value upon acceptance of Q2 deliverables.

· Milestone 3: 23.3% of the total contract value upon acceptance of Q3 deliverables.

· Milestone 4: 23.3% of the total contract value upon final acceptance of all deliverables by the ECITB.

4.2 Additional Services will not incur costs beyond the agreed contract value unless expressly agreed in writing.

4.3 All expenses must be pre-approved by ECITB and supported by valid receipts.

4.4 Payments for any Services provided during an extension period shall follow the same milestone structure or adjusted terms as agreed for the extension period.



5. The Programme



The Programme and the Price agreed by the Parties are set out in the following table, which shows the achievement milestones which must be achieved in order to release payment of the Price.



		Milestone 

		Achievement 

		By (date): 

		Subtotal

		Invoice total



		1

		30% of the total contract value upon contract award

		TBA

		£

		£



		2

		23.3% of the total contract value upon acceptance of Q2 deliverables.

		

TBA

		£

		£



		3

		23.3% of the total contract value upon acceptance of Q3 deliverables.

		TBA

		£

		£



		4

		23.3% of the total contract value upon final acceptance of all deliverables by the ECITB.



		

TBA

		

£

		

£



		Total price (subject to VAT at prevailing rate – currently 20%):



		£

		£







The Price is exclusive of VAT.



[bookmark: _Int_g5LP6nbR]All prices and achievements are based on the illustrative costs for the quantity and level of design assets to be delivered, as described and defined in the Contractor’s pricing document, [Insert File Name] [Insert date]







6. The Rates



Day rates charged by the Contractor for additional services as required:



		



		Rate/Level 

		Daily rate 



		Director 

		



		Associate Director 

		



		Research Manager 

		



		Research Executive 

		



		Associate 

		







The Rates are exclusive of VAT.



7. Confidentiality and Intellectual Property Rights

1. Deliverables Ownership:

a. All deliverables shall become the sole property of ECITB upon acceptance.

2. Assignment of Rights:

a. The Contractor assigns all intellectual property developed under this Agreement to ECITB.

3. Third-party Content:

a. The Contractor shall ensure no third-party materials are used without obtaining necessary permissions.

4. Licensing:

a. ECITB grants the Contractor a non-exclusive licence to use ECITB-provided materials solely for the fulfilment of the Services. 





8. Key Personnel



The Key Personnel are:



Name:  <Insert Name>     	

Name:	<Insert Name>	

9. Expenses



Guidelines relating to the reimbursement of Expenses of the Contractor. Any Expenses incurred by the Contractor in the performance of this Agreement, such as hotel costs and air/rail travel, will only be reimbursed by ECITB if:



5.1	they are reasonable

5.2	they are agreed in advance with the Project Manager

5.3	Claims for such expenses are accompanied by valid receipts.



Agreed exceptional expenses must be inclusive of VAT.



It is ECITB’s policy to agree exceptional expenses on the following basis:



· Rail journeys - Standard Class

· Car mileage - Not to exceed 45p per mile, all inclusive

· Airfares - economy class

· Taxis/Hire Cars should only be used if other forms of public transport are not available. (Hire cars, if used, must not be retained unless retention is a cheaper option than any necessary use of taxis)

· Hotels - Up to 3 star.

· Other expenses will only be paid if agreed in advance with the Project Manager.



10. The Project Manager is [INSERT NAME]
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Schedule of Prices ECITB PH-0125.xlsx
PH-0125 Pricing Schedule

		Pricing Schedule: PH-0125 E-learning design, development and testing services for ECITB courses 



		Please price to deliver the requirements as per the Specification for year 1

		Core Task		Estimated Days of Work		Day Rate £		Cost £

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		Please detail						£0.00

		TOTAL CONTRACT PRICE (Yr 1):		0.00				£0.00

		All pricing should exclude VAT and be in Sterling GBP

		This Schedule should not be modified in any way

		It is the Tenderers responsibility to check all values and calulations

		Please follow all instructions within the tender when completing this Schedule






