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Invitation to Quote
ERDF - Place Marketing - Copywriting Services 
Term: May 2017 – December 2018

1. Overview of Requirements
Liverpool City Region (LCR) partners (Liverpool Vision, Liverpool LEP, Knowsley Council, Halton Council, Sefton Council, St Helens Council & Wirral Council) have been awarded up to £1.6 million of EU funding from the England European Regional Development Fund (ERDF) as part of the European Structural and Investment Funds Growth Programme 2014-2020 to deliver the ERDF Place Marketing Investment Project.  
The project will provide the Liverpool City Region (LCR) with a coherent and transparent strategy for inward investment by delivering key marketing activities and case handling on a city region basis. It will provide the catalyst for a comprehensive inward investment strategy that will transform operational delivery and the region ‘s contribution to the Northern Powerhouse. SME inward investments and growth of foreign owned SMEs will be the project focus.
The Place Marketing Programme will plan and implement a range of marketing and communications activities during the programme, which runs until December 2018.
A key component of the Investment Marketing Programme is creation of copy. Liverpool Vision require a copywriter on an ad hoc basis to produce copy for relevant marketing materials 

PLEASE NOTE: THIS TENDER IS FOR AD-HOC SERVICES WITH AN ESTIMATED NUMBER OF HOURS REQUIRED
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2. The Client

This client is Liverpool Vision Limited (company registration number 06580889) 

Who Are We?

Working closely with private sector businesses in the city, Liverpool Vision is the Mayor of Liverpool’s economic development company incorporating:

· Marketing Liverpool
· Invest Liverpool
· Special projects, such as the International Festival for Business 2016 (IFB2016).

What Is Our Purpose?
Liverpool Vision’s purpose is to enhance the brand of Liverpool, attracting investment and creating jobs to ensure a more prosperous future for the city. 

How Do We Do This?
Through raising the profile of our offer we will generate interest from investors and visitors that will both help attract new investment and encourage existing businesses to grow. We will, together with private and public sector partners maximise opportunities by participating in major events such as MIPIM, International Festival for Business (in 2016, 2018 and 2020) and Visitor Economy exhibitions. By working in partnership with commercial partners in the private sector we will communicate positive messages about the city to local, national and international audiences.

What Are Our Values?
Liverpool Vision’s is committed to the highest standards of ethical conduct and integrity in its business activities and to providing a high-quality service to all its customers and partners. Liverpool Vision believes that all its workers should be treated with dignity and respect and everyone is encouraged and supported to be the best they can be. We believe in taking responsibility, being creative and innovative and working together as a team for the benefit of the city.



3. Specific Requirements 
Invest Liverpool (a division of Liverpool Vision) are undertaking the marketing activity a European Reginal Development Fund (ERDF) Place Marketing Bid for the city region.

As part of the bid we are seeking additional copywriting services on an ad-hoc basis across the lifetime of the project (until December 2018).

This could include general Liverpool city region investment narrative but primarily will be copy for literature for sub-sectors, designated materials for events and exhibitions, case studies and storytelling of success story of a sector within the city region, advertorials, web copy, but could include other ad hoc copywriting requirements.

Most of the facts and figures will be provided however it is essential that the writer has a business writer background and is able to disseminate from chunks of material where necessary to what is of interest to an international SME investor and can provide helpful insight and direction in what should be included within the copy.

The writer must be able to condense information in to readable and digestible chunks. Digestible bits and not ‘chapter and verse’ but be proactive in also sourcing information and ideas themselves to add to the narrative and input in to suggestions and ideas to make the piece as suitable and engaging to the audience as possible.

The writer must be aware of how to produce a compelling case studies, what to ask to glean the best information and what to include to produce a concise piece of interest to the audience.

A tone of voice has been set and the writer must be able to write within this.


Due to the ad-hoc nature of the requirements, it is not possible to commit to any volume of work. However, for the purposes of assessing resource / availability, we advise current budgets indicate a level in the region 50 hours’ work across the term.


GUIDANCE:
· ENGAGING – Tone should be interesting but not too text heavy. The information should be easily communicated in a way that entices the readers to want to find out more.

· STRONG PERSONALITY – Copy should be strong and portray that Invest Liverpool are experts and the go-to people if you are considering investing in Liverpool City Region.

· INTERNATIONAL – Where possible, present the city in a global context and strength.

· TONE - Copy should be engaging, accessible and knowledgeable, not dry.

COPYRIGHT & USAGE
Copy provided may be used across the range of Marketing Liverpool’ ‘Invest Liverpool’ and City Region printed and digital platforms including, websites, social media, magazines, city-dressing and printed materials. Without the requirement to credit.
Invest Liverpool (Liverpool Vision) requires full rights to the copy to use as we wish. This may include making copy available to external partners.
The selected company or individual is not permitted to subcontract the work. 

4. Response
Tenderers will be expected to provide: -
1. Outline of approach that would be taken in the provision of the services
2. Details of all resources specified in your proposal.
3. Demonstration of your suitability to provide a high-quality service.
4. Confirmation of resource capacity and availability to commence work, if required, upon contract signature and remain committed to the project until December 2018 working flexibly as required.
5. A full breakdown (including a total project cost and an hourly rate) of proposed costs and methods. All costs must be quoted in pound sterling, exclusive of VAT and inclusive of any and all expenses, fixed and firm and shall apply during the whole of the contract term. We envisage the work equating to approximately 50 hours over the duration of the project. All costs must be quoted in pound sterling on a rate per hour, exclusive of VAT and inclusive of any and all expenses, fixed and firm and shall apply during the whole of the contract term. No guarantee of levels of work is given.
6. Please detail any added-value that your organisation would offer if selected.
7. Completion of Appendix 1.

5. Evaluation
Responses will be evaluated against the response requirements set out in Section 4, on the basis of the following award criteria, weighted as indicated:
	
	Evaluation Criteria
	Evaluation Weighting

	1
	Approach
	35%

	2
	Resource Capability
	35%

	3
	Breakdown of all costs
	30%



Responses, other than Price, will be scored as follows. Intermediate scoring, for example 3.7, is permissible: -
	0
	Poor
	No response or partial response and poor evidence provided in support of it.  Does not give confidence in the ability of the Tenderer to deliver the services.

	1
	Weak

	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Tenderer to deliver the services.

	2
	Satisfactory

	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Tenderer to deliver the services.

	3
	Good

	Response is comprehensive and supported by good standard of evidence. Gives confidence in the ability of the Tenderer to deliver the services. Meets the requirements.

	4
	Very good

	Response is comprehensive and supported by a high standard of evidence. Gives a high level of confidence in the ability of the Tenderer to deliver the services. May exceed the requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives a very high level of confidence the ability of the Tenderer to deliver the services. May exceed the requirements in most respects.



An example of scoring using the method above: a supplier is rated at 3.7 out of a possible 5. The weighting for that particular criteria is 50%.
To calculate their actual score: - (3.7 / 5.0) x 50 =37% (out of a possible 50%).

Price will be evaluated using the following method:
30% will be awarded to the lowest priced bid and the remaining Tenderers will be allocated scores based on their deviation from this figure. 
For example, if the lowest price is £40 and the second lowest price is £43 then the lowest priced Tenderer gets 30% (full marks) for cost and the second placed Tenderer gets % and so on. £40/£43 x 30 = 27.9%).
6. Timescales

ITQ Publication: Tuesday 11th April 2017
Requests for clarification*: 18th April 2017
Liverpool Vision responses to requests for clarification: 19th April 2017
[bookmark: _GoBack]Responses to the ITT to be received no later than 2:00pm: 24th April 2017
Indicative Award: subject to contract and any further due diligence: w/c 24th April 2017 
Service commencement: Immediate upon contract signature
* There is an opportunity to ask Liverpool Vision for further information to assist you in the preparation of your responses during the Items for Clarification period. If you have an Item for Clarification please e-mail Connor Reilly (creilly@liverpoolvision.co.uk) during this period.
Two written copies of your response should be submitted in a sealed envelope, stating “ITQ Response for place Marketing – Copywriting” and marked for the attention of:  Connor Reilly, Procurement Assistant, Liverpool Vision, 10th Floor, The Capital, 39 Old Hall Street, Liverpool, L3 9PP, this should include a soft copy, stored on an electronic memory device (USB Stick).
If delivering by hand, please be advised that because of a barrier system in a shared building, you will need to ask reception in the Capital Building to phone Liverpool Vision (0151) 600 2900 to advise that your submission has arrived for collection.
External envelopes must not indicate the identity of your organisation.
7. The Award
Notwithstanding the Important Notice below, any contract awarded subsequent to this ITQ will be subject to the enclosed terms and conditions.



Important Notice
Whilst Liverpool Vision is committed to selecting a supplier or suppliers, it reserves the right not to accept any proposals or award the contract.  Liverpool Vision does not bind itself to accept the lowest or any response, and reserves the right to accept a portion of any proposal, unless the respondent expressly stipulates otherwise on its response.  The right is also reserved to award more than one contract.
Whilst the information in this document is given in good faith and is believed to be correct it does not purport to be comprehensive or to have been independently verified.  

	ITQ Title

	Place Marketing - Copywriting Services 



Appendix 1 
Your Company Information	
At Liverpool Vision we appreciate the amount of hard work that can go into submitting tenders. We therefore request that in answering the questions in this Appendix 1, you provide only very brief information. This will give us a much better understanding of you as a potential supplier to us. 
Please expand the rows to suit.
	Company Name

	

	Status (limited, self-employed, partnership, etc.)

	

	Contact details (including name, email and phone)

	

	Locations (including where the service would be provided from)

	

	Year of incorporation

	

	Company Registration Number, if applicable

	

	Turnover (most recent, plus forecast)

	

	Staff (including total number, subcontractors, etc)

	

	Associations (partnerships, group, holding, parent, company, subsidiaries)

	

	Accreditations / Memberships / Awards

	

	Previous dealings with Liverpool Vision (current, past, tenders, contracts)

	

	Please detail any conflicts of interest

	

	Other relevant information
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