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Specification of Requirements


Invitation to Tender for digital communications and engagement content developer, for the Department for Business, Energy and Industrial Strategy, (BEIS)
Tender Reference Number: TRN2168/12/2019

Deadline for Tender Responses: 12:00 mid day on the 10 January 2020
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1. [bookmark: _Ref357535594][bookmark: _Ref373505096][bookmark: _Toc381969506][bookmark: _Toc405888455][bookmark: _Toc26538368][bookmark: SectionTwo]Introduction and summary of requirements

The BEIS Digital team delivers vital services to BEIS and external stakeholders, but there is a need to improve how changes driven by the Digital team are communicated across the organisation and externally. The BEIS Digital, Data & Technology Strategy for 2017-2020 contains the following two strategies:
1. People, skills and culture: a culture where DDaT is embraced, understood and valued.
2. Partner, enable, assure: where everyone enthusiastically seeks out a conversation about the value DDaT brings to the table.
To engage with these strategies and communicate more effectively across BEIS, we are looking for a supplier to produce a variety of engaging written content, guided through collaboration with staff across the directorate.

The project will take place at BEIS offices in London.

2. [bookmark: _Ref357535668][bookmark: _Toc381969507][bookmark: _Toc405888456][bookmark: _Toc26538369]Background

The Civil Service Workforce Plan 2016-2020 set a priority as ‘ensuring that the Civil Service is world leading in terms of digital transformation’, so it is imperative that changes being led by the Digital team are communicated to stakeholders both internally and externally. Alongside this, the Shaping Our Future programme has set the objective of showcasing innovation taking place at BEIS to the rest of the organisation. The Digital team is a hub of change and innovation that has a direct effect on the department as a whole and it is imperative that communications improve.

The supplier will bring experience and skills in writing to deliver high-quality content, and the use of a supplier will allow for this work to be completed with minimal impact on Digital specialists’ time.  

3. [bookmark: _Ref357535689][bookmark: _Toc381969508][bookmark: _Toc405888457][bookmark: _Toc26538370]Aims and Objectives

The project’s aims are as follows:
· Create a portfolio of content to be shared on social media:
· This will increase exposure to Digital work internally and build the brand of BEIS Digital externally to support recruitment activity, promote the work we are doing around innovation and digital, and as thought leaders 
· Produce articles about technology to showcase current technology in BEIS but also emerging technology and its benefits:
· The supplier will engage with BEIS’s specialists in technology to deliver in partnership with the CDIO and Digital straff, articles that will allow BEIS to better engage with Digital
· Increase the visibility of the Digital team and its offer to BEIS
4 [bookmark: _Toc381969509][bookmark: _Toc405888458][bookmark: _Toc26538371]Methodology

The supplier will work to deliver the project objectives set out above. They will work under the direction of a project manager, providing them with weekly updates to facilitate the monitoring of progress.

It is expected that the supplier will initially develop a project plan which will further assist in monitoring progress. Any required interviews are expected to be organised by the supplier and any risks or opportunities identified by the supplier will be communicated to the project manager. 

We anticipate that the supplier will adopt some of the following methods:
· Collaborating with staff in all areas of BEIS Digital to identify key themes and individuals to guide written content
· Researching technological themes that are important to BEIS alongside ongoing activities and projects in the Digital team
· Developing an array of content to roll out to BEIS
5 [bookmark: _Ref357541705][bookmark: _Toc381969510][bookmark: _Toc405888459][bookmark: _Toc26538372]Outputs Required

· A series of blog posts or articles that can be rolled out after the supplier’s departure
· Social media and web pages (e.g. twitter, LinkedIn, GDS and Gov.uk) content to include text and advice on appropriate imagery, and accompanying roll-out plan
6 [bookmark: _Toc381969511][bookmark: _Toc405888460][bookmark: _Toc26538373][bookmark: _Ref373505205][bookmark: _Ref357541720]Ownership and Publication

BEIS would have ownership of all content produced and the publication of content will be solely for BEIS Digital. 


7 [bookmark: _Toc26538374]Quality Assurance 

It is expected that the supplier will work in partnership with BEIS Digital to ensure that the work produced is to a high standard. BEIS Digital will provide an  assurance process which will need to be signed off by the CDIO before work can be considered completed. 
8 [bookmark: _Ref373505215][bookmark: _Toc381969513][bookmark: _Toc405888462][bookmark: _Toc26538375]Timetable
	Opportunity advertised
	17 December 2019

	Deadline for receipt of queries
	7 January 2020

	Responses circulated to queries
	8 January 2020

	Deadline for receipt of tenders
	10 January 2020

	Selection of preferred supplier and contract award
	17 January 2020

	Contract issue
	20 January 2020

	Contract start date
	20 January 2020

	Midpoint review meeting
	2 March 2020

	Meeting to review final outputs
	23 March 2020

	Final report
	6 April 2020












The contract is anticipated to run for 60 working days. The day rates will be evaluated for the total cost, based on 60 day’s work.  The actual number of days may vary with potential to have further days work up to the maximum value of £100,000.

9 [bookmark: _Toc381969515][bookmark: _Toc405888464][bookmark: _Toc26538376][bookmark: _Toc271272913]Ethics 

All applicants will need to identify and propose arrangements for initial scrutiny and on-going monitoring of ethical issues. The appropriate handling of ethical issues is part of the tender assessment exercise and proposals will be evaluated on this as part of the ‘addressing challenges and risks’ criterion.

We expect contractors to adhere to the following GSR Principals:
1. Sound application and conduct of social research methods and appropriate dissemination and utilisation of findings
2. Participation based on valid consent
3. Enabling participation
4. Avoidance of personal harm
5. Non-disclosure of identity and personal information

10 [bookmark: _Ref338852517][bookmark: _Toc381969516][bookmark: _Toc405888465][bookmark: _Toc26538377]Working Arrangements

The successful contractor will be expected to identify one named point of contract through whom all enquiries can be filtered. A BEIS project manager will be assigned to the project and will be the central point of contact. 

The supplier will work largely at 1 Victoria Street at BEIS with the potential for some days with Digital staff in Cardiff.

11 [bookmark: _Toc26538378]Skills and experience

BEIS would like you to demonstrate that you have the experience and capabilities to undertake the project. Your tender response should include a summary of each proposed team members experience and capabilities. 

	Contractors should propose named members of the project team, and include the tasks and responsibilities of each team member. This should be clearly linked to the work programme, indicating the grade/ seniority of staff and number of days allocated to specific tasks.

[bookmark: _Ref338852499]Contractors should identify the individual(s) who will be responsible for managing the project.

12 [bookmark: _Ref373505239][bookmark: _Toc381969518][bookmark: _Toc405888467][bookmark: _Toc26538379]Consortium Bids

In the case of a consortium tender, only one submission covering all of the partners is required but consortia are advised to make clear the proposed role that each partner will play in performing the contract as per the requirements of the technical specification.  We expect the bidder to indicate who in the consortium will be the lead contact for this project, and the organisation and governance associated with the consortia.

Contractors must provide details as to how they will manage any sub-contractors and what percentage of the tendered activity (in terms of monetary value) will be sub-contracted.

If a consortium is not proposing to form a corporate entity, full details of alternative proposed arrangements should be provided in the Annex. However, please note BEIS reserves the right to require a successful consortium to form a single legal entity in accordance with Regulation 28 of the Public Contracts Regulations 2006. 

BEIS recognises that arrangements in relation to consortia may (within limits) be subject to future change. Potential Providers should therefore respond in the light of the arrangements as currently envisaged. Potential Providers are reminded that any future proposed change in relation to consortia must be notified to BEIS so that it can make a further assessment by applying the selection criteria to the new information provided. 

13 [bookmark: _Ref357541811][bookmark: _Toc381969519][bookmark: _Toc405888468][bookmark: _Toc26538380][bookmark: _Toc246831559][bookmark: _Toc271272917][bookmark: _Ref338852577]Budget 

The budget for this project is from £70,000 up to £100,000.00 excluding VAT.

Contractors should provide a full and detailed breakdown of costs (including options where appropriate). This should include staff (and day rate) allocated to specific tasks. 

Cost will be a criterion against which bids which will be assessed.

Payments will be linked to delivery of key milestones. The indicative milestones and phasing of payments is as follows. This can be adjusted and agreed with the contractor based on the tender response. Please advise in your tender response how this breakdown reflects your usual payment processes:

In submitting full tenders, contractors confirm in writing that the price offered will be held for a minimum of 60 calendar days from the date of submission. Any payment conditions applicable to the prime contractor must also be replicated with sub-contractors. 

The Department aims to pay all correctly submitted invoices as soon as possible with a target of 10 days from the date of receipt and within 30 days at the latest in line with standard terms and conditions of contract.

14 [bookmark: _Ref357541836][bookmark: _Toc381969520][bookmark: _Toc405888469][bookmark: _Toc26538381]Evaluation of Tenders

Contractors are invited to submit full tenders of no more than 10 pages, excluding declarations. Tenders will be evaluated by at least three BEIS staff.

BEIS will select the bidder that scores highest against the criteria and weighting listed below:

· Conflict of interest: pass/fail. See the ITT for further information
· Skills and experience: demonstrating relevant experience of writing for a technological environment and providing samples of relevant work


EVALUATION CRITERIA AND SCORING METHODOLOGY


	[bookmark: p2][bookmark: _Toc26538382]Criterion
	[bookmark: _Toc26538383]Description
	[bookmark: _Toc26538384]Weighting

	01
	Skills and experience
	75%

	01.1
	Experience of technological writing 
	25%

	01.2
	Providing a variety of relevant writing samples
	25%

	01.3
	Writing style assessed as relevant for BEIS Digital
	25%

	02
	Cost based on 60 working days
	25%

	
	100%



Scoring Method

Tenders will be scored against each of the criteria above, according to the extent to which they meet the requirements of the tender. The meaning of each score is outlined in the table below. 

The total score will be calculated by applying the weighting set against each criterion, outlined above; the maximum number of marks possible will be 100.  Should any contractor score 1 in any of the criteria, they will be excluded from the tender competition.


	Score
	Description

	1
	Not Satisfactory: Proposal contains significant shortcomings and does not meet the required standard

	2
	Partially Satisfactory: Proposal partially meets the required standard, with one or more moderate weaknesses or gaps 

	3
	Satisfactory: Proposal mostly meets the required standard, with one or more minor weaknesses or gaps.

	4
	Good: Proposal meets the required standard, with moderate levels of assurance

	5
	Excellent: Proposal fully meets the required standard with high levels of assurance



[bookmark: nine01]
Scoring for Pricing Evaluation

There will be a maximum of 5 marks:

· Lowest priced bid receives 5 marks
· 2nd lowest priced bid receives 4 marks
· 3rd lowest priced bid receives 3 marks
· 4th lowest priced bid receives 2 marks
· 5th lowest priced bid receives 1 mark
· All other bids receive 0 marks


Structure of Tenders

Contractors are strongly advised to structure their tender submissions to cover each of the criteria above. Complete the price schedule attached in the ITT, specifying the daily rates (ex-VAT) you will charge for each level of your staff. 


[bookmark: _Hlk27477242]Bid Clarifications

Following evaluation of written proposals, BEIS may decide to carry out bid clarification with all suppliers.



Feedback

Feedback will be given in the unsuccessful letters or emails.

Contacts and where to send final proposals

Please submit any questions regarding this specification and final proposals to Andrew.falkner@beis.gov.uk

Proposals must be received before 12:00 on the 10th January 2020.

Following evaluation of written proposals, BEIS may decide to carry out bid clarification with all suppliers.
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