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Title of the Tender
 tender reference number

uk commission for employment and skills – investors in people invitation to tender


IIP Plaque and Trophy Manufacture and Fulfilment
 tender reference number: IIPSI

1 general

There are 3 stages to this tender opportunity, which you should note when applying:

· Supply of samples demonstrating the quality of previous work

· Submission of proposals 

· Production of a sample of the final Investors in People products – with price 

There is a deadline for each stage which must be strictly adhered to and it is the responsibility of the tendering organisation to ensure that all samples and proposals reach UKCES by the deadline date and time. Any samples or proposals received late, for whatever reason, cannot be accepted and will not be marked.
2 specification and requirements
2.1 background
Since 1991 Investors in People (IIP) has set the standard for better people management. Our standard defines what it takes to lead, support and manage people well for sustainable results. With a community of over 14,000 organisations across 75 countries worldwide, successful accreditation against the Investors in People Standard is the sign of a great employer, an outperforming place to work and a clear commitment to success. 
September 2015 saw the launch of the sixth generation Standard. The update and revision was based on the features of the leading organisations from across the world. Led by a UK government commission review, hundreds of academics, business leaders, industry experts and practitioners were involved in the creation of the sixth generation. Research into the characteristics of organisations that are able to achieve sustained improved results over the long term were used as a foundation. The result is a simple framework for sustainable performance through people.

The UK Commission for Employment and Skills is the strategic brand manager of IIP on behalf of the Department for Business, Innovation and Skills (BIS). Investors in People is delivered throughout the UK and internationally by 7 licensed IIP Delivery Centres which are managed by the IIP Head Office team at UKCES.

2.2 scope of work

The Investors in People plaque is a stand out feature of any organisation’s building or reception area and sits alongside a wider range of promotional products that allow accredited organisations to celebrate their achievement. In September 2015, we launched a newly designed range of plaques and trophies and we are now seeking a partner to manage the end to end process of order processing, manufacture and fulfilment for both of these product ranges. The plaques and trophies are available across all Investors in People award levels (Standard, Bronze, Silver, Gold and Platinum).  

Investors in People will bulk order stock(s) of the plaques and trophies which will then be drawn down once orders are received from accredited organisations via the automated process (more detail below). 
2.2.1 the products  

Each product is manufactured and hand finished in the UK and are delivered in bespoke presentation boxes. Included within the box is a small business card encouraging the customer to visit the Care Centre (www.investorsinpeople.com/care-centre). The Care Centre is hosted on the IIP website, and allows customers the opportunity to download step by step installation and care instructions. A video demonstrating the installation is also available on this page. 
Plaque Specification

Attached at Annex 1 is a full specification of the Investors in People plaque.

Trophy Specification 

Attached at Annex 1 is a full specification of the Investors in People trophy. 

Plaque Box Specification

Attached at Annex 1 is a full specification of the Investors in People plaque box. 

Trophy Box Specification

Attached at Annex 1 is a full specification of the Investors in People trophy box. 

Should you be successful in reaching the final shortlist, you will be asked to produce a sample of 1 plaque, 1 trophy and 1 box to the above specifications at your own cost. 
Warranty

Both the plaques and the trophies currently have a 3 year warranty excluding mechanical and chemical damage. Should a claim be made against this warranty, the product will be reviewed and, if found to be defective within the terms of the warranty, the contracted supplier will replace the product at their own cost. It will not be replaced from stock owned by IIP. 

2.2.2 The ordering process
Current Order Process

Investors in People have developed an online form where the 7 licensed IIP Delivery Centres can place orders for plaques and trophies on behalf of their accredited organisations. The form includes all of the required fields needed in order to successfully produce and ship an order (see Annex 2). This form will not require any changes.  

Once an order is received it is automatically transferred via a secure connection to our contracted supplier. Once confirmation of the order has been sent, the order is then held, without action, for 24 hours which allows customers and Delivery Centres a period of time to make any amendments should there have been an error. Any changes are communicated directly to IIP Head Office and are passed to the manufacturer. 
Email Updates

Currently three email updates are sent to customers; an order confirmation, a dispatch confirmation and a follow up. These emails are hosted on a MailChimp server and are automatically triggered at each stage of the order process. 
1. Once an order is received the customer will receive a confirmation that their order has been processed and will be manufactured. The email includes all of the details submitted on the order form by the Delivery Centre. This allows the client to submit any potential changes that need to be made within the 24 hour standstill period. 
2. An email is sent once the package has been dispatched. This email contains information and links to enable the client to track the delivery of their shipment. 
3. A follow up email is sent 7 days from dispatch. This email offers an opportunity for feedback whilst directing the customer to visit the ‘Care Centre’ where PDF care instructions and a video walkthrough of installation can be viewed. (www.investorsinpeople.com/care-centre)
To ensure the order process remains smooth, the emails would be hosted on the manufacturer’s server. These emails are more easily triggered/managed when they are part of the integration between the ordering process and production. 
2.2.3 Stock Management and Control

Stock reports are updated daily and maintained on a file management system for instant access. Reports are broken down into individual spreadsheets for each Delivery Centre with an overall summary spreadsheet for IIP Head Office use. These reports include all of the detail associated with each order (customer, delivery, shipping, tracking and order). These reports are used for stock reconciliation, invoicing and customer service purposes. It is therefore important that this document is maintained continuously and accurately. 
Stock alerts will be put in place to notify the Investors in People team when stock levels of each product fall below a certain quantity. Minimum quantities will be confirmed with the contracted supplier. When any stock item reaches the minimum level agreed, IIP will be notified and any top up quantities will be agreed by email before any further stock is produced. 
2.2.4 Storage and Shipping
All plaques and trophies will be stored in a UK based manufacturing facility. The facility will be insured to cover loss, theft and damage. From here orders are manufactured and shipped directly to clients using a tracked courier service. 

3 the offer

This contract will operate on a call off basis and will not exceed £170,000 excluding VAT over the contract lifetime. The contract life will depend on the first occurrence of either the £170,000 spend or the 31 March 2017. This price includes production costs, ordering administration, storage, picking, packing and courier charges for delivery 

Once the contract has been awarded a production schedule will be agreed based on the existing level of stock we are currently holding and our anticipated sales volumes in 15/16 and 16/17. To ensure we allow enough time for the production of stock, this schedule will be based on the lead-time you specify for the completion of stock.

4 Tender process and TIMETABLE

4.1 Tender Process
Please note that the cost of delivering samples, producing the proposal and manufacturing and delivering the final sample products will be at your own expense. UKCES will not recompense you for these costs.

Stage 1 – supply of samples of previous work.
At this stage we are asking you to demonstrate your track record in producing quality products of a similar nature in an ethical way.
You are required to send at least one example of:
· A Plaque in a presentation box. This should be a high quality product, preferably of a similar nature to the IIP plaque and presentation box, which you could produce for a price of £40-50 ex VAT based on an initial run of 1000.
· A Trophy in a presentation box. Again, this should be a high quality product, preferably of a similar nature to the IIP trophy and presentation box, which you could produce for a price of £65-£75 ex VAT based on an initial run of 100.
Ethical Sourcing

Please provide details of your ethical sourcing policy (if you have one) or brief information on how you purchase materials and labour used to produce these goods and any ethical issues you or your sub-contractor consider to ensure responsible labour and health and safety practices when making these purchases. 
Please include the template shown at Annex 3 in your parcel to enable us to identify the sender and return the samples to you.

Samples and the production price must be sent to Investors in People, UKCES, Sanctuary Buildings, 20 Great Smith Street, London, SW1P 3BT and must be received no later than 1600 hrs on 05 November 2015.

Samples received by the deadline above will be evaluated on the basis of the overall quality you can produce within these price bands. Quality measures will include the quality of the materials used being of a similar or higher standard to those used in current IIP products and where similar or higher specification finishes have been employed.   

IIP will shortlist suppliers to go through to the Proposal phase and will advise you if you have been shortlisted to go forward by 1800 hrs on 06 November 2015. 

Stage 2 – Proposal Phase

At this stage we are looking for you to demonstrate that you are capable of supplying the products to quality assured standards, providing an effective and efficient ordering and dispatch mechanism and delivering accurate and timely stock control and management information.

Proposals must be emailed to: tenders@ukces.org.uk and must be received by 1600 hrs on 16 November 2015. An automated email will be sent confirming receipt – if you do not receive this, then your proposal has not been received and you should contact our Procurement team at tenders@ukces.org.uk or phone 01709 774877. Please note that proposals are limited to a file size of under 10Mb.

Proposals will be evaluated 17 & 18 November and the top scoring suppliers will be notified and invited to go through to the final stage.

You proposal will contain, and will be evaluated on, the following information:
	Information required/Criteria
	Marks available

	A brief description on the lead time for production (maximum 4 weeks) and how this will be maintained for re-orders
	5

	Details of the warranty and guarantee you will provide for the products and your process for claims
	10

	A detailed description of how you will operate and manage the end to end process, from point of order to shipment of the product. This will include details of how you will:

· integrate with the order form (hosted on Formstack) to operate an automated order process; 
· manage the 3 automated emails (hosted on MailChimp) that are triggered at different stages of the order process.  If you would prefer to demonstrate management of emails on a different platform, this is also acceptable.
	50

	Provide details of your Disaster Recovery Plan (DRP) for:

· failure of IT systems and therefore management of the order process

· damage to your production equipment and/or software

· damage to stock via accident, fire, theft or natural disaster
	15

	Details of the trackable courier service you will use and the contingency if they were not available. 
	5

	Details of your stock reporting and management process inc. quality assurance processes, where the live reports will be stored for access and how IIP will be notified if stock falls below the desired levels.
	15


	Insurance – Pass/Fail
	Value of cover

	Employer Liability Insurance
	

	Insurance of goods held on behalf of clients at your premises
	


Stage 3 – Production of IIP sample products

You will be required to produce the following at your own expense, based on the specification provided in Annex 1:

· 1 Sample plaque

· 1 Sample trophy

· 1 Sample presentation box

A cost per unit breakdown for each of the products based on an initial run of 100 trophies and 1000 plaques. This cost per unit will need to be guaranteed for any re-orders of stock after the initial order and not be dependent on a minimum quantity. Please use the template provided below.
Samples and the production price must be sent to Investors in People, UKCES, Sanctuary Buildings, 20 Great Smith Street, London, SW1P 3BT and must be received no later than 1600 hrs on 16 December 2015.

Evaluation Criteria for Stage 3:
	Criteria
	Marks Available

	Quality of materials, finish and final product
	

	Cost
	


	Costs – please breakdown your costs by:
	£ ex VAT

	Cost per unit – plaques (Gold, Silver, Bronze)
	

	Cost per unit – plaques (platinum)
	

	Cost per unit – plaque presentation box
	

	Cost per unit – trophies
	

	Cost per unit – trophy presentation box
	

	Costs relating to integration of Order Form and/or management of the 3 automated emails required (if any)
	

	Cost for storage, order picking and packing
	

	Other costs
	

	Shipping tariffs for UK mainland, N. Ireland & International deliveries based on:       

· 1 plaque to customer

· 10 plaques to customer

· 1 trophy to customer

· 10 trophies to customer
	


4.2 Tender Timeline

The following timetable will apply for this tender

	Activity
	Planned Completion Date

	Invitation to tender (ITT) sent out
	20 October 2015

	Receipt of required samples/examples of plaques, trophies & presentation boxes at our London office
	1600 hrs, 05 Nov 2015

	Evaluation of samples by IIP, shortlisting and invitation to submit a full proposal by email
	06 Nov 2015

	Proposals from shortlisted suppliers received by
	1600 hrs, 16 Nov 2015

	Evaluation of Proposals by IIP
	17 & 18 Nov 2015

	Shortlisted suppliers invited to produce samples to IIP specification (attached at Annex 1) 
	18 Nov 2015

	Samples and prices to produce to be received at our London office
	1600 hrs, 16 Dec 2015

	Evaluation of quality of final samples & price
	17 Dec 2015

	Award made
	17 Dec 2015

	Commencement of delivery
	Jan 2016


You agree that the contents of the tender will remain valid for a period of 6 months from the closing date for submission of the tender

In the event that contractual terms cannot be finalised with the Tenderer selected, UKCES reserves the right to select an alternative.
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