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2 April 2020

Dear Supplier
INVITATION TO TENDER FOR PROVISION WRITING SERVICES FOR THE ENVISION PROJECT ITT REF: 492
1.	Introduction
1.1	You are invited by The Royal Society to tender for the Provision of Writing Services for the Envision Project
1.2	The Royal Society is a self-governing Fellowship of many of the world’s most distinguished scientists drawn from all areas of science, engineering, and medicine. The Society’s fundamental purpose, as it has been since its foundation in 1660, is to recognise, promote, and support excellence in science and to encourage the development and use of science for the benefit of humanity.
1.3	Drawing on the expertise of our fellowship, the Society provides expert, independent advice to policy-makers and the general public, championing the contributions that science can make to economic prosperity, quality of life and environmental sustainability. Recent policy studies have covered topics such as ocean resources, machine learning, school-business collaboration and synthetic biology.
1.4	We also provide a forum for debate, bringing together diverse audiences to discuss the impact of science on current and emerging policy issues.
2.	The Services
2.1	Arising from the President of the Royal Society’s concerns about the fitness of UK education for future science, the economy and wider society, the Royal Society’s vision for science mathematics and computing education sets out to explore how school education systems in the UK should evolve to meet the demands of the mid-21st century. 
2.2	To support this agenda, the Society has established the Envision project. The Society seeks to engage an experienced interviewer and writer/editor to produce short, thought-provoking publications which will encourage discussion surrounding the future of education by applying the Society’s Broad and Balanced approach to a wide range of themes. These Envision publications will be based on interviews the successful Tenderer shall conduct with nominated high-profile stakeholders.
2.3	The Envision project aims to make use of the production and publication of content and thought pieces to build a coalition of influential organisations around the need for a national conversation at the highest level around how the UK needs to change its education system now to meet the needs of the mid-21st century.  
2.4	As part of the Society’s Envision project, we seek an experiences interviewer, writer and editor who will be able to interview a range of high-profile stakeholders for a publication series on the future of education in the UK. 
2.5	The successful tenderer shall deliver the following outputs:
2.5.1	Part 1:
· Conduct interviews and draft think pieces with high profile stakeholders - book and conduct interviews with key stakeholders between April and the end of December 2020. Draft publications to complement the interview pieces 1,000-word think pieces per publication, written in the first person based on the interviews
· Draft for each publication, a 1000-word supplementary evidence document.
2.5.2	Part 2:
· Conduct edit of 2,000-word publication 
2.5.3	Part 3: 
· Edit of entire project’s publications to ensure consistency of message and tone throughout
2.6	Please note the supplier is not expected to approach potential interviewees, the Royal Society will select participants and then hand over contact to you. 
2.7	The Services specifactions are detailed in the brief titled “Attachment 1 - ITT 492 – Brief”
3.	Technical offer
3.1	The successful Tenderer shall deliver outputs at item 8.3 of this document, and at Section 5 and 6 of the Specifiation at Attachment 1 of the ITT pack.
3.2	Suppliers are asked to respond to this Invitation to Tender providing clear statements against the evaluation criteria in section 5 of the ITT.
[bookmark: _Toc477249768]4.	Canvassing and Conflicts of Interest
4.1	Any tenderer who directly or indirectly canvasses any employee, official or advisor of the Society, concerning the award of this contract or who directly or indirectly obtains or attempts to obtain information from any such employee, official or advisor concerning any other tender or proposed tender for these Services shall be disqualified.
4.2	All conflicts of interest including current or previous business/ financial/ employment relationships, or personal relationships with Royal Society staff and its Officers shall be declared as part of tenderer submissions. 
4.3	Any declared conflicts shall be referred to the Chief Financial Officer and managed by the Society’s Conflict of Interest policy procedure.
4.4		All communications received from Tenderers by any Royal Society staff other than the Procurement Manager shall be unanswered and forwarded to the Procurement Team by emailing Procurement@royalsociety.org.
[bookmark: _Toc477249769]5.	Collusive Tendering
5.1	Any Tenderer who:
a) fixes or adjusts the amount of his tender by or in accordance with any agreement or arrangement with any other person; or
b) communicates to any person other than the Society or its authorised representative the amount or approximate amount of his proposed tender; or
c) enters into any agreement or arrangement with any other person that such other person shall refrain from tendering; or
d) offers, or agrees to pay or give or does pay or gives any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for these Services any act or omission; 
shall (without prejudice to any other civil remedies available to the Society) be disqualified.
6.	Confidentiality
6.1	The tender documents must be treated as private and confidential. Tenderers must not release details of the tender documents, except confidentially to those who need to be consulted for the purpose of preparing the tender.
7.	Financial offer
7.1	The Society is not bound to award the contract to the cheapest tender. 
7.2	The maximum available budget for this project is £14,000 including VAT. This is our allocated budget for this work, but please get in touch if you have any concerns or feedback on the budget. Please note we are a registered charity.
7.3	Tenderers shall complete the Pricing Schedule at Attachment 5 detailing your proposed project cost (including VAT), which should include all project, equipment and travel costs. 
7.4		By providing us with a proposal you agree to be bound by the Royal Society’s Terms and Conditions included at Attachment 2, which will apply to any contract awarded to you after you have provided us with your quotation.
7.5	Any terms that your organisation seeks to edit must be provided in your final submission for consideration by the evaluation panel.
8.	Tender selection criteria
8.1	Proposals will be evaluated against the criteria at Item 5.3 of this ITT, which Suppliers must respond to clearly and separately. The Selection Panel may separate criteria amongst themselves to score so please structure your proposals accordingly
8.2	Tender proposals should outline how a supplier would approach the provision of the services. The proposal should be no more than 4000 words (excluding any appendices) and use the following headings, listed below together with the selection criteria.
8.3 	The selection criteria are as follows:
	
	Criteria
	Weighting

	1
	Introduction 
Please provide a brief summary of who you and/or your organisation are, and why you seek to undertake this project. 
	25%

	2
	Experience 
Please detail your interviewing, writing and editing experience, including details of undertaking similar services. Please provide a copy of your CV.
Max 2,000 words
	25%

	3
	Methodolgy
Please detail how you will this undertake this project including conducting remote interviews with selected stakeholders from May 2020 onwards and how you will manage to remotely deliver draft thinkpieces and edited evidence throughout the project.
Max 2,000 words
	30%

	4
	References
Please provide the name, position, organisation, email and phone number of at least 2 referees that the Society will contract if you are shortlisted for the tender.
	0%

	5
	Pricing
Please provide a detailed breakdown of your proposed charges fo the project in Schedule 5 – Pricing Schedule. 
	20%

	
	Total
	100%


8.4	The following scoring regime will be used to evaluate bids:
	Description
	Score

	Very high standard with no reservations at all about acceptability
	5

	High standard but falls just short of 1
	4

	Good standard
	3

	Generally, of a good standard with some reservations
	2

	Basic compliance only
	1

	Fails to meet the minimum requirements. (Bid rejected)
	0


8.5	The Royal Society is not bound to accept the lowest priced or any tender and shall not be bound to accept the supplier as sole supplier.  
8.6	Prices quoted shall remain firm for the duration of the contract. Value Added Tax (VAT) should be shown separately and the VAT registration number given.
9.	Timeline
The following dates will apply to the tender and contract award process:
	
	Tendering Stage
	Dates

	1
	Tender Open 
	2 April 2020

	2
	Tender Clarification Questions 
	Up to 12 noon Thursday 9 April 2020

	3
	Tender Closes 
	2pm, Tuesday 14 April 2020

	4
	Evaluation and shortlisting of bids 
	By Tuesday 21 April 2020

	5
	Contract Award 
	w/c 28 April 2020

	6
	Contract Start Date and kick off meeting
	1 May 2020

	7
	Project completion
	31 December 2020





10.	Instructions to Tenders
	Suppliers are invited to: 
1) Fill out the Registration Form at Attachment 2, and email to the Royal Society Procurement Manager
2) Provide responses to the criteria, being careful to structure your responses in line with the individual questions as evaluation of tenders may be undertaken in sections of responses
3) Complete Pricing Schedule, and
4) Email tenders to procurement@royalsociety.org by 2:00 PM on Tuesday 14 April 2020
11.	Enquiries and clarification questions
11.1	Enquiries and clarification questions regarding this Invitation to Tender should be emailed to procurement@royalsociety.org and using reference “ITT 492 – Provision of writing services for the Envision Project“ in the email subject field and be made attention of the Procurement Manager 
11.2	All clarification questions will be registered, answered and shared with all Suppliers with an aim to respond within 1 business day
11.3	Last clarification questions must be received by 12pm on Thursday 9 April 2020 and The Royal Society’s responses will be sent to all registered tenderers no later than 2pm on Friday 10 April 2020
12.	Registering your participation in ITT process
12.1	All interested suppliers must complete, sign and scan the Tender Registration form at Attachment 2 and email to procurement@royalsociety.org to receive all associated tender documentation
12.2	All correspondence about the tender including clarification question responses will be sent to registered suppliers so please ensure that you complete this ASAP
13.	Submission of Tenders
13.1	Your tender must be received by 2:00 PM on Tuesday 14 April 2020
13.2	It is the responsibility of all suppliers to ensure that their tender response is received no later than the appointed time. The Royal Society may undertake not to consider tenders received after that time
13.3	All emails shall be receipted. If you have not received an electronic receipt of your submission by 4pm on the closing date, please call 0207 451 2653 and ensure that your tender has been received.
14.	Attachments
· Attachment 1 – The Specification 
· Attachment 2 – Tenderer Registration Form
· Attachment 3 – The Royal Society’s Terms and Conditions (Service Agreement)
· Attachment 4 – Tender Declaration Form
· [bookmark: _GoBack]Attachment 5 – Pricing Schedule 
The Royal Society hopes your company decides to tender for this service and we look forward to receiving your registration form and your proposal.
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