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Section 1 

General

The Contract:
Creative Springboard Project - Creative Sector Specialist to Design and Deliver the Creative Springboard Workshops  
Contract Reference:
CWRT CS P2
Contract Duration 
The Initial Term of this Contract is 3rd June 2019 to 31st December 2021 (31 months) with the option to extend for periods of up to, but not exceeding 24 months. Therefore, the last possible date this Contract can be extended until is 31st December 2023.
Contract Commencement:
3rd June 2019
CWRT Contact:
Sheridan Sulskis, Chief Executive

Procurement Timetable 
Where indicated * this information is indicative and may be subject to change.
	Stage/Event
	Date

	Procurement Advertised/Commencement 
	10th April 2019

	Final Date for Correspondence from Applicants 
	24th April 2019 @17:00 (5pm)

	Deadline for Receipt of Completed Tenders 
	30th April 2019@ 17:00 (5pm)

	Evaluation of Tenders*
	1st to 8th May 2019

	Presentation (if required)*

CWRT reserves the right to invite a shortlist of Applicants to a presentation or clarification meeting. Clarifications provided at the meeting may be used to moderate evaluation scores previously awarded. Applicants will also be able to demonstrate their proposed solution at this session.
	10th May 2019

	Second evaluation of Tenders (if required)*
	13th to 17th May 2019

	Successful / Unsuccessful Applicants Notified* 
	28th May 2019

	Contract Commences
	3rd June 2019


Specification

The following sets out in detail the CWRT’s requirements. If you are unclear about any of the contents it is essential that you ask for clarification before submitting your tender. Details of how to submit a clarification request are included in the ‘Completing Your Response’ section of the Conditions of Participation. 
	BACKGROUND:

	The term ‘Creative Industries’ (CI’s) refers to those industries which have their origin in individual creativity, and which have potential for wealth and job creation through the exploitation of intellectual property. This covers a wide range of activities including art, advertising, architecture, design, music, fashion, publishing, computer games and software development, the performing arts, film, TV and radio. Through evaluation of previous Creative Springboard cohorts, 75% of early participants supported through the first Creative Springboard project were not aware of their business’ growth potential before attending the programme. Those that engaged now feel, thanks to the project’s interventions, that they are better prepared to build solid foundations for their businesses, have a greater confidence in becoming sustainable, and potentially in taking on new staff. 100% of these businesses stated that there is definite need for specific support for businesses in the creative and digital sector. CWRT also learnt from businesses in the sector that mainstream programmes are thought to be too general to provide the tailored support needed. Indeed, just 15% of businesses have engaged with support programmes. Therefore, Creative Springboard aims to generate a dynamic group of creative businesses which will make significant contribution to the local economy, create new high-quality jobs and will build capacity in one of CWLEP’s key growth sectors.

The Coventry & Warwickshire Reinvestment Trust, a specialist finance and business support provider, feels that mainstream business support programmes are not fully geared towards the diverse needs of different client groups, or to the more intensive, client-led support that many clients, particularly those from deprived areas of the region, need. CWRT understands that barriers need to be broken down for anyone who has an idea to start and grow a business, as they and work toward a new, inclusive and empowering economy.

	PROJECT OVERVIEW:

	The Creative Springboard Project, which is part-funded by the European Regional Development Fund and CWRT, will target and assist small and new businesses in Warwickshire’s creative sector to develop and grow. Entrepreneurs will learn how to develop new markets, enhance business skills and make more advanced use of digital technologies. Delivery will be based on cohorts of five to six days of intensive workshops and 3 to 4 cohorts per year. Ongoing support will be provided via masterclasses combined with formal/ informal networking. This timely project is designed to help catalyse the growth of the creative sector in Warwickshire. It will generate a new, energetic and dynamic group of businesses which can significantly grow their innovative businesses in the local economy. They will create new jobs as a result of the support they receive. Creative Springboard is part of a wider ERDF funded business support programme, “CW Business – Start, Grow and Scale”, which is led by Warwickshire County Council.

	WHAT DOES THE PROJECT OFFER CLIENTS:

	Identified and engaged businesses (almost wholly be micro businesses and business minded individuals) will learn how to develop new markets, enhance business skills and make more advanced use of digital technologies. Delivery will be based on cohorts of five to six days of intensive workshops and 3 to 4 cohorts per year. Ongoing support will be provided via masterclasses combined with formal/ informal networking. The Masterclasses & Networking Events will cover a range of different topics with key guest speakers. They will be open to non-Springboard delegates to further encourage engagement, expand their networks to include industry experts and access support from other business support providers. Creative Springboard participants will be encouraged to meet on a bi-monthly basis to share experiences, explore business opportunities and offer peer to peer support. 

Workshop topics will include:

· Personal Development, 

· Imagining Growth

· Branding and Digital Marketing (delivered by a digital expert)
· Social Media (delivered by a digital expert)
· Financial Readiness and Access to Finance.

	WHAT IS CWRT LOOKING FOR:

	The project must achieve the following targets, over the 31-month period, as a direct result of the support provided through the Creative Springboard Project:

· 24 x ‘new enterprises supported’ – defined as assisting 24 individuals to start up their own business 

· 25 x ‘employment increase in supported enterprise’ – defined as those businesses supported on the project creating 25 new jobs 

· 62 x ‘enterprises receiving non-financial support’ – defined as 62 existing businesses receiving a minimum of 12 hours of business support 

To achieve this, CWRT is seeking professional services from a specialist workshop facilitator to update project workshop materials and deliver the Creative Springboard workshops across certain areas in Warwickshire. Initial areas of delivery are Leamington & Warwick. Depending on client demand and need, CWRT will expand its services to other identified wards across Warwickshire. 

The following sets out in detail CWRT’s requirements for a specialist workshop facilitator for the Creative Springboard project:

1. Material Design and Development

· There are currently 3 existing Creative Springboard workshop manuals that need to be evaluated and reviewed to assess and identify content that needs to be updated. E.g. links to support agencies, facts & figures, links to useful Government websites 

· Make the necessary adaptations to CWRT’s materials, following assessment of findings and approval from CWRT’s Project Manager. This includes the branding of materials with appropriate project logos, updating of T&C’s and design work. 

· Assist with the development of new content creation and materials that are appropriate to the Creative Springboard target market and project objectives.

· Materials and content are to typically be assessed every quarter to ensure of relevance and meeting the needs of Creative Springboard’s client base.

Note – all printing and collation of materials will be done by CWRT. 

2.   Workshop Delivery 

· Deliver Creative Springboard’s business workshops. There are currently 5 training workshops (Personal Development, Imagining Growth, Social Media, Digital Marketing & Branding and Financial Management). You will be required to run typically 3 out of the 5* days (Personal Development, Imagining Growth and Financial Management). These workshops are typically run in cohorts of to 15 people in each group. Delivery is typically run 1 to 2 days a week over a 3-week period. 
Dependant on client need and demand, more topics could be added to the Creative Springboard Project. *note that the other 2 days are currently delivered by external digital experts. 
· CWRT will print, collate and prepare all workshop materials. These include, delegate workbooks, delegate paperwork (ERDF required paperwork), workshop registers, evaluation forms, name badges, etc.  It is your responsibility to prepare your own workshop delivery notes and lesson plans. 

· You will be required to collect and drop off the workshop materials and client paperwork (workshop registers, client detail forms & evaluation forms) at CWRT’s offices in Coventry or make suitable arrangements to ensure that CWRT obtains the required paperwork within 5 days after the final workshop has been delivered (Day 5 – Financial Management workshop). 

· You will be required to provide a short summary report following each cohort delivered to CWRT’s Project Manager (via email) within 5 days of the final workshop being delivered. The report should cover the number of delegates attended, any issues or concerns, your observations and general overview of how the workshop went, any client information that CWRT should be aware of and any other relevant notes that CWRT should be made aware of. You will be provided with a report template. 

· At the end of the contract, you will be required to provide feedback on all aspects of the delivery of the workshops (observations, improvements & recommendations) and your view of the project management of the Creative Springboard Project in order for CWRT to produce an impact assessment report. 

· You may be required, on rare occasions, to attend networking events (hosted by CWRT), drop in sessions (hosted by CWRT), conduct outreach activities and deliver 1-2-1 mentoring sessions. 

Note – demand, frequency and location of workshop delivery is dependent on client need and demand. 

For the initial contract period between June 2019 and December 2021 (31 months) and each year is subject to funding, funding criteria and performance. There is no guarantee of the number of days to be accessed through this project, however it is estimated that the breakdown of the contract is as follows:

Years 

Element

Estimated number of days

Estimated  value 

2019

Material development

13-15 days

£3,900

2020

Material development

13-15 days

£4,100

2021

Material development

13-15 days

£3,600

TOTALS

36 – 45 days

£11,600

2019

Workshop delivery 

9 – 11 days 

£2,700

2020

Workshop delivery 

10 – 12 days 

£4,000

2021

Workshop delivery 

10 – 13 days 

£4,200

TOTALS

29 – 36 days

£10,900

*note – the workshop delivery value includes travel costs. 

The extension and value of the contract for the additional 24 months is subject to funding, funding criteria and performance. 
Service delivery will be based on a 7-hour delivery day and travel time will not be paid, however travel expenses will be. 
Please refer to this link for contract terms and conditions: https://www.cwrt.uk.com/cwrt-contract-terms-and-conditions.



Coventry and Warwickshire Reinvestment Trust (CWRT)
Applicants wishing to tender should ensure that they carefully read the Conditions of Participation as failure to comply with these is likely to disqualify your application
Conditions of Participation

Completing Your Response

1. When posed with YES / NO answers please either circle your answer or clearly delete as applicable.  All other questions will require you to input text / numbers, or tick boxes
2. When completing your tender response electronically, answer boxes may be enlarged if there is insufficient space allocated. You must not alter or amend the Invitation to Tender in any other way as doing so will result in the application being rejected.

If you are completing your tender response by hand (i.e. printing the documents off to fill in manually before uploading them), separate sheets may be used to answer questions if the allocated space is insufficient however any separate sheets should be clearly numbered, cross referenced from/to the Invitation to Tender (ITT) and include the applicant company name.  Please remember to upload and attach all of the documents you wish to be considered and send to inclusive-enterprise@cwrt.uk.com  
3. To enable us to assess your suitability, we require you to provide all of the information requested in the ITT.  Failure to complete the ITT in full or to provide any of the information requested may result in your application being rejected.

4. Rather than leaving answer spaces blank, if the question does not apply to you please write ‘Not applicable’ or ‘N/A’. If you do not have / know the answer please write ‘Not known’ or ‘N/K’.

5. Even if you have previously or are currently supplying services to CWRT, you must not assume that the tender evaluation panel are aware of your capabilities and therefore please ensure that you provide full and complete answers to all questions. The evaluation panel will only assess you based on the information you provide in your tender response.

6. Except where specifically requested, no supporting documents are required. Where supporting documents are included, these should be clearly cross referenced to the appropriate section of the ITT. CWRT reserves the right to call for further evidence or supporting documents at any stage during the procurement process. Any further evidence or supporting documents requested must be submitted in accordance with the instructions provided by CWRT at the time of making the request.
7. Any financial figures you place in your response should be stated in full and in GBP e.g. £5,456,789.99 not £5.46m.
8. Any information and/or documents submitted in response to this ITT must relate to the applicant only - the applicant being the organisation or individual which it is proposed will enter into a formal contract should their subsequent tender be successful. 
9. Where reference is made within this ITT to any UK standard or legislation and you are not currently subject to UK standards or legislation, you are required to supply details of any equivalent standards or legislation that apply to your organisation.
10. Only information contained within this ITT, or otherwise communicated in writing to applicants by CWRT, should be considered by applicants when making their offer.

11. Any queries or requests for clarification MUST be made in writing to the tender process email address (inclusive-enterprise@cwrt.uk.com. CWRT does not accept, and will not respond to any verbal requests for clarification. 
Requests for clarification will be accepted until 17:00 (5pm) on 24th April 2019. 
No clarification requests received after this deadline will be responded to.
All questions and all responses will be made available to all applicants, in an anonymous form. CWRT does not accept, and will not respond to any verbal requests for clarification/information.

12. Submitted tenders must include the official Form of Tender provided with the IT, which must be fully completed and signed.  Tenders not complying with this requirement may be rejected.

13. When submitting your tender electronically it is acceptable to insert a scanned signature or scan in a signed copy of the documents. CWRT will also accept typed signatures on the basis that the successful applicant(s) provide(s) signed copies prior to contract award if requested.

14. In submitting its application, the applicant warrants, represents and undertakes to CWRT that:

14.1
All information and representations made to CWRT by the Applicant, its staff or agents in connection with or arising out of this ITT and/ or associated documents, are true, complete and accurate;

14.2 
It has made its own investigations and undertaken its own research and due diligence and has satisfied itself in respect of all matters (whether actual or contingent) relating to the Invitation to Tender and associated documents and that it has not submitted its tender in reliance upon any information, representation or assumption which may have been made by or on behalf of CWRT (save in respect of any information which is expressly warranted by CWRT).

14.3
it will notify CWRT promptly (and provide any additional relevant information) if at any stage any information contained in the tender response becomes no longer true or accurate
Returning Your Response

1. The ITT has been issued using tender process email and the whole procurement process will be managed using this electronic address. To ensure that all system generated e mail notifications reach your e mail in box you are advised to add the email, inclusive-enterprise@cwrt.uk.com to your list of safe senders and check your spam filter settings. 
2. Applicants are required to answer all of the questions and return their completed response (including any associated documentation) by 17:00 (5pm) on the 30th April 2019 via inclusive-enterprise@cwrt.uk.com
3. Your tender return must be submitted to the tender process email address. Your tender will not be accepted after the deadline detailed above. CWRT reserves the right to only evaluate documents received by the closing date and time and applicants are advised that a partial submission is unlikely to be successful. Applicants are therefore recommended to send their full tender response well in advance of the closing date and time.
4. The following document types are acceptable for submission are:
Microsoft Word


Microsoft Power Point

Microsoft Excel


Adobe Acrobat

Where proprietary software is used for structure charts etc., files should be converted to and submitted in pdf format. 

.

General Conditions of Participation

1. The publication of this ITT in no way commits CWRT to award any contract pursuant to any procurement process. CWRT reserves the right at its sole discretion: -
· to amend the terms, conditions and/or requirements of the ITT or procurement process. Any such amendment will be notified to all applicants before the closing date and time.  In completing the Form of Tender, applicants are confirming that it includes for all amendments so notified;

· to cancel, postpone or suspend this procurement at any stage.

· not to accept the lowest or any offer, and reserves the right to accept tenders in whole or in part.

2. All information provided to the Applicant by CWRT shall be regarded as confidential and used only to prepare a response to the ITT.  The tender document remains the property of CWRT and must be returned upon demand. Applicants must not disclose the contents of the documents, other than on an "In Confidence" basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing their response. Applicants must not at any time, release information concerning the procurement exercise and/or the documents for publication in the press or on radio, television, screen or any other medium without prior written agreement of CWRT.

3. CWRT will not be liable for any costs or expenses howsoever incurred by applicants in completing and submitting a tender.

4. Applicants shall be deemed to have satisfied themselves as to the nature, extent and content of the ITT and to have included in their tender response for all matters that may affect the provision of the service.
5. Whilst the information in the ITT has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified. CWRT does not accept any liability or responsibility for the adequacy, accuracy or completeness of such information. CWRT does not make any representation or warranty (express or implied) with respect to the information contained in the ITT or with respect to any written or oral information made or to be made available to any applicant or its professional advisers
6. A submitted tender is an irrevocable offer by the Applicant.  Tenders must not be qualified or accompanied by statements or a covering letter that might be construed as rendering the tender equivocal.

7. The Applicant undertakes with CWRT that the tender will remain open for acceptance by CWRT for a period of 60 days calculated from the day following the closing date for receipt of tenders.

8. Where historical data or estimated volumes are stated within the ITT, they are for guidance purposes only and do not form a contractual commitment or guaranteed level of business.
9. The submission of false or incorrect information or declaration(s) will invalidate your tender and, if not identified by CWRT until after the award of the contract, will be considered a fundamental breach of the contract. Such a submission may also be taken into account when future tenders are considered.

10. CWRT reserves the right (but is under no obligation) to seek clarification from any Applicant, on any aspect of their tender after tenders have been received. CWRT reserves the right to disqualify an Applicant that fails to respond to any such request adequately and/or by the deadline set by CWRT (this applies to the Applicant directly and to any other organisation that the Applicant is relying upon to provide clarification to the CWRT request).
11. Applicants may be asked to attend tender clarification meetings and/or make a presentation of their tender.  Information provided at clarification meetings or presentations may be used to moderate (i.e. adjust up, adjust down, keep same) points/scores previously allocated. Such occasions may require demonstrations and varying levels of sample equipment testing. Applicant attendance at these sessions will be at no cost to CWRT.
12. If there are any individual rates or prices within your tender that appear anomalous, CWRT reserves the right to seek further clarification/justification in relation to these individual rates or prices as part of the tender clarification process.

13. Applicants should note that in the event that CWRT, at its sole discretion, considers a bid to be fundamentally unacceptable (including the submission of unrealistically high or low price and/ or quality bids) then regardless of its other merits that bid may be rejected.

14. CWRT reserves the right to request further documentation and/or re-assess any areas evaluated and accepted as part of the tender evaluation prior to formal award of a contract. Any material differences identified as a result of any re-evaluation may result in your tender not being accepted.

15. CWRT does not undertake to accept any tender but may at its discretion accept in writing all, or part of a tender. The effect of such acceptance shall be to create a contract between CWRT and the tenderer expressly incorporating your tender response, the Form of Tender, the Conditions of Contract, any Special Conditions of Contract, the Specification, any method statements, the Pricing Schedule, CV and references. The Applicant in submitting the Tender undertakes that in the event of the Tender being accepted by CWRT the Applicant will within 14 days of being called upon to do so by CWRT execute formal contracts in the form of contract provided by CWRT.

16. In the event that CWRT issues a notification to the Applicant that it intends to award the Contract to the Applicant but the Applicant subsequently declines to enter into the Contract for any reason, CWRT reserves the right to seek compensation from the Applicant for its losses reasonably incurred in connection with the procurement process and non-commencement of the Contract.

17. The ITT together with any other documents expressed to be incorporated therein, constitutes the entire understanding between CWRT and the Applicant relating to the subject matter of this procurement and supersedes all prior writings, negotiations or understandings with respect thereto.

18. The Applicant acknowledges that except for any information which is exempt from disclosure in accordance with the provisions of the Freedom of Information Act, CWRT shall be responsible for determining in its absolute discretion whether any of the content of the Contract Documents (including the tender submission) is exempt from disclosure in accordance with the provisions of the Freedom of Information Act.
Notwithstanding any term of this Invitation to Tender and your tender submission, the Applicant hereby gives their consent for CWRT to publish details of the contract award and the resulting contract in its entirety but with any information which CWRT considers is exempt from disclosure in accordance with the conditions of the FOIA redacted, including from time to time any agreed changes to the Contract.
19. CWRT reserves the right to retain all and any of the information supplied to it by the Applicant.
20. CWRT reserves the right to disclose all or any information supplied by Applicants in their tender response to the Director General of the Office of Fair Trading for the purposes of assisting the Director General in the discharge of his or her duties under the Competition Act 1980 and 1998 and any relevant legislation.

Special Conditions of Participation 
· We will not consider tenders from organisations who will sub-contract all or any part of delivery.

Section 2
Award Stage
Award Stage Evaluation

All completed quotations will be evaluated by officers of CWRT.
Questions ‘For Information Only’ (Marked ‘I’)

· The information provided in response to these questions is information necessary to support the application however this information is not assessed by CWRT within its scoring framework.
Questions of a ‘Pass / Fail’ Nature (Marked ‘M’)

· Mandatory criteria are of a ‘pass/fail’ nature.  Applicants must pass all of these questions in order that their responses to the scored questions can be considered.

Questions That Are ‘Scored’ (Marked ‘S’)
· ‘Scored’ criteria require an assessment to be made concerning how well an applicant meets a particular requirement.  There are several such criteria, contained within the following sections (shown here with the overall percentage weighting that will be applied).
Scoring

Mandatory Pass / Fail Questions – Applicants that fail ANY of the ‘pass/fail’ questions will not have the rest of their submission assessed and will be excluded from the procurement process at this stage

	Mandatory Pass / Fail Questions

Questions are to be found in questionnaire section within the Submission

	Number
	Section
	Requirement

	2.1
	Risk Management - 

Insurance
	Applicants must answer ‘Yes’ in order to pass this question.

	2.4 
	Collection & delivery of materials & paperwork
	Applicants must answer ‘Yes’ in order to pass this question.

	2.5 
	Prime contractor status
	Applicants must answer ‘Yes’ in order to pass this question.


Scored Questions – The following identifies how Cost and Non-Cost elements in the “Scored Criteria” table will be scored.

The evaluation of tenders will be on both Non-Cost and Cost elements. The overall objective of the evaluation process is to select the Most Economically Advantageous Tender (MEAT) The assessment of Non-Cost and Cost will be based on the responses submitted in the tender. When considering tenders, the following headline evaluation model will be used: 
	Scored Criteria


	Weighting %)



	Cost Element
Please note: the cost evaluation will be based on a nominal 36 days (252 hours) for the material design and development aspect and a nominal 29 days (203 hours) for the workshop delivery aspect. These figures are for evaluation purposes only. The actual cost will be dependent on the number of days commissioned under the contract.
	40%

	Non-Cost Element (Questionnaire)
	60%

	The maximum score allocated to each question is detailed below and included within the Quality document.

Q1. How do you propose to deliver this service?
Q2. How would you manage and mitigate problems?
Q3. Availability in delivering this service. 
Q4. Relevant experience and contract examples. 
CWRT reserves the right to invite a shortlist of Applicants to a presentation or clarification meeting. Clarifications provided at the meeting may be used to moderate evaluation scores previously awarded. Applicants will also be able to demonstrate their proposed solution at this session.
	(70 marks)

(10 marks)

(10 marks)

(10 marks)




Evaluators will allocate points based on the following Points Framework –

	Points
	Term
	Explanation

	0
	Unacceptable
	· No information provided and/or fundamentally unacceptable;

· Responses do not answer the questions;

· Responses do not consider/address the issues raised by CWRT;

· The responses do not satisfy any of CWRT’s requirements;

· Non-Compliant – there is no evidence that the applicant can meet the stated requirements.

· CWRT has no confidence in the applicant’s proposal;

	1
	Poor
	· Very little information provided or key information omitted;

· Responses do not properly answer the questions;

· Very few of the issues raised by CWRT have been considered or addressed, or they have been poorly considered/addressed;

· The responses only satisfy a few of the CWRT’s requirements;

· There is some evidence that the applicant can meet some of the requirement, but limited information and/or significant weaknesses

· CWRT has little confidence in the applicant’s proposals.

· No flexibility/availability to service the needs of the contract

	2
	Fair
	· Some information has been provided which has allowed a basic assessment;

· Information is generally not specific to this tender;

· Responses answer the questions to a limited degree;

· Some of the issues raised by CWRT have been considered and addressed to a fair or acceptable degree;

· The responses satisfy some but not all of CWRT’s requirements;

· There is some evidence that the applicant can meet some of the requirement, but limited information and/or significant weaknesses

· CWRT has some confidence but has several concerns in the applicant’s proposals;

· No flexibility/availability to service the needs of the contract

	3
	Satisfactory
	· Provision of a sufficient level of detail or key information which has allowed assessment;

· Information is generally specific to the tender;

· Responses answer the questions to an acceptable degree;

· All of the issues raised by CWRT have been considered or addressed to a satisfactory degree;

· The responses satisfy all of CWRT’s requirements;

· There is evidence that the applicant can satisfy the requirement with minor reservations about ability to provide the service.

· CWRT has some minor concerns and has confidence in the applicant’s proposals;

· Some flexibility/availability to service the needs of the contract

	4
	Good
	· Provision of a good level of detail or key information which has allowed a thorough assessment;

· Responses give a detailed, specific and well thought out answer to the question;

· All of the issues raised by CWRT have been considered and addressed to a good degree;

· The responses satisfy all and exceed some of CWRT’s requirements

· Appropriate level of evidence provided to indicate that the applicant can satisfy the requirement.

· CWRT has no concerns and has a good level of confidence in the applicant’s proposals

· Satisfactory amount of flexibility/availability to service the needs of the contract

	5
	Very Good
	· Provision of a high level of detail and key information which has allowed a thorough and extensive assessment;

· All information is specific and relevant and very well thought out;

· All of the issues raised by CWRT have been considered or addressed to a very good degree;

· The responses exceed all of CWRT’s requirements;

· High level of evidence that applicant can exceed requirements with detailed explanations/evidence in support.

· CWRT has no concerns and has a high level of confidence in the applicant’s proposals;

· Good flexibility/availability to service the needs of the contract


Compliance with Requirements

Tenders will initially be checked for completeness and compliance to ensure they are bone-fide offers that are capable of evaluation. Clarifications may be sought from applicants in order to determine if a tender is complete and compliant. Tenders that are not substantially complete and/ or are found to be non-compliant may be rejected.

Method Statement – Quality Questions Evaluation (the Non-Cost element) 

Applicants must answer all questions as failure to respond to a question may exclude the applicant from this procurement process. Your responses to questions should be comprehensive but succinct with sufficient content to demonstrate your ability to meet the Service Specification. 

Each of the questions is scored independently of the others, and potentially by a different individual in the evaluation panel, therefore you will need to complete each question in full even if it is repeating text in a previous response
Even if you have previously or are currently supplying services to CWRT, you must not assume that the evaluation panel is aware of your organisation’s abilities and therefore please ensure that you provide full and complete answers to all questions. The evaluation panel will only assess your organisation based on the information you provide in your submission and no prior information about your organisation will be considered.

Calculating the Applicants Quality Score

1. Each member of CWRT’s evaluation team will allocate points in accordance with the above Points Framework (i.e. 0,1,2,3,4,5) for the answer to each question that they have been allocated to mark (applicants are reminded that different evaluators may be marking different questions).
2. The points allocated by each evaluator for each question will then be added together and divided by the number of evaluators for that question to determine the average points for each question (a).
3. The average points for each question will then be converted to a question score (b) using the following formula

(average points (a) ÷ maximum points available for that question (e)) x maximum possible score for that question (f)

Working example in relation to Example Evaluation below – Question 1

Applicant 1
(3.000/5) x 40 = 24.000

Applicant 2
(1.666/5) x 40 = 13.333

Applicant 3
(4.333/5) x 40 = 34.667

4. The question scores for each question will then be added together to reach a total score OUT OF 100 for each applicant (c).
5. The total score will then be multiplied by 0.6 to provide a ‘final score’ out of 60 (which is the maximum marks available for this section) (d).
Example Evaluation:
For an evaluation allocating 30% to Quality overall, the calculation of the final scores based on 3 bids evaluated is as below:
	
	
	
	
	Applicant 1
	Applicant 2
	Applicant 3

	Question Number
	Details
	Maximum Points for this question (e)
	Maximum  Score for this question (f)
	Average Points (a)
	Question Score (b)
	Average Points (a)
	Question Score (b)
	Average Points (a)
	Question Score (b)

	1
	xxxxx
	5
	40
	3.000
	24.000
	1.667
	13.333
	4.333
	34.667

	2
	xxxxx
	5
	20
	2.333
	9.333
	2.667
	10.667
	3.333
	13.333

	3
	xxxxx
	5
	15
	2.667
	8.000
	1.667
	5.000
	3.333
	10.000

	4
	xxxxx
	5
	15
	4.333
	13.000
	2.333
	7.000
	4.333
	13.000

	5
	xxxxx
	5
	10
	2.333
	4.667
	0.667
	1.333
	5.000
	10.000

	
	
	
	
	Total score (c)
	59.000
	Total score (c)
	37.333
	Total score (c)
	81.000

	
	
	
	
	Final Score (d)
	17.700
	Final Score (d)
	11.200
	Final Score (d)
	24.300


Price Evaluation - (the Cost element) 
Calculating the Applicants Cost Score

The lowest cost bid will be given the maximum percentage weighting for the cost element (40) All other bids will then be compared against the lowest cost bid on a pro-rata basis. The formula that will be used to do the comparison is: -

Price 40% x (lowest price/bid price)
Example:
For an evaluation allocating 70% to Price, the evaluation would be as follows based on the 3 example bids received: 
	Price: 70%
	Applicant 1
	Applicant 2
	Applicant 3

	Bid Price
	£28,000
	£30,000
	£29,750

	Total score for price
	70.000
	65.333
	65.882


Calculating the Applicants Final Score
In order to calculate a final score for each submission the following calculation will be used: -

1. ‘Final Score’ from the Method Statement – Quality Questions Evaluation (the Non Cost element) plus

2. Total Score for Price

= Overall score for each Applicant.

Example:
Concluding the  example evaluation from above 
	
	
	
	
	
	
	
	

	Total evaluation score (Total quality score + total price score)
	Applicant 1
	Applicant 2
	Applicant 3

	Final Score for Quality
	17.700
	11.200
	24.300

	Total Score for Price
	70.000
	65.333
	65.882

	Overall Score
	87.700
	76.533
	90.182


Tie Break 

If at the end of evaluation, two or more applicants have achieved the same Overall Score then these applicants will be invited to review and resubmit their Price. The revised price will be used to recalculate the overall score and the applicant with the highest Overall Score at this point will be the CWRT’s preferred bidder and subsequently awarded the contract. This process will be conducted as many times as is necessary to identify a clear winner. 

Supplier Response Document 
	Question 1 

Company Details and Contact Information*

* Please complete as required or indicate Not Applicable. This Section is for Information only and is not Scored.


	Full name of the applicant completing the response
	

	Registered company address
	

	Website address
	

	Registered company number if applicable
	

	Registered charity number if applicable
	

	Registered VAT number
	

	Are you a Small or Medium Size Enterprise (SME) – If yes please indicate whether micro, small or medium.
	YES / NO
	Micro organisation (9 employees or less)
	

	
	
	Small organisation (10 - 49 employees)
	

	
	
	Medium organisation (50 - 249 employees)
	

	Applicant contact details for enquiries about this ITQ
	Primary Contact
	Secondary contact (if primary contact unavailable): 

	Name
	
	

	Email
	
	

	Phone
	
	

	Postal address
	
	

	Country
	
	


	Question 2
Risk Management

	Grounds for Discretionary Exclusion

CWRT will exclude any Applicant who answers ‘No’ to either question 2.1, 2.4 or 2.5.



	Risk Management

	2.1
	M
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated in 3.2 below:


	YES / NO

	2.2
	I
	In the table below, please provide details of all insurance cover currently in force.

	Type of Insurance

Minimum Level of Cover Required (£m)
Level of Cover Currently Held (£m)
Public Liability

£1 million in respect of any claim (with no overall limit)
Employer’s Liability  

£5 million in respect of any claim (if applicable) (with no overall limit)
Professional Indemnity

£500 000 in respect of any claim (with no overall limit)
(NOTE - evidence of sufficient cover will be required from the successful Applicant prior to contract award)

	2.3 
	I
	To the best of your knowledge does any CWRT staff member have any connection (e.g. personal, financial, trustee etc.) with you?

If you answered YES to Q2.3 please provide details of CWRT staff member and detail their connection

Applicant Response if applicable:


	YES / NO

	2.4 
	M
	As specified, please confirm that you are able to collect and deliver training materials and paperwork to and from CWRT’s offices in Coventry or make suitable alternative arrangements? 

If you are proposing an alternative arrangement, please provide further details below. It will be at CWRT’s sole discretion as to whether the alternative proposal is acceptable

	YES / NO

	2.5 
	M
	Please confirm that you are bidding as a Prime Contractor* and will deliver 100% of the key contract deliverables yourself. CWRT only wish to procure prime contractors so we can assess their individual capabilities. Sub-contracting to third parties is not permitted.
* Means that you are submitting a bid from just your company and you will provide all the services without using another company - (the contract will be between you and CWRT)
	YES / NO


	Question 3

Quality Questionnaire

Scored Questions- Weighting 60%

	No
	Maximum  Score for this question 
	Question


	3.1
	70
	Describe how you propose to deliver the service. 

	
	
	Detail

Response

a. How you propose to manage the difficulty caused by the fluid nature of the demand, frequency and location. 

(20 marks)

b. Proposed methodology for evaluating/reviewing manuals, making adaptations and trialling changes. 

(15 marks)

c. How you propose to assist with the development of new content and how this would add value to the project. 

(10 marks)

d. Workshop delivery – lesson plan methodology etc. 

(15 marks)

e. How/what you propose to do throughout the contract in order to provide feedback (observations, improvements and recommendations) at the end. 

(10 marks)



	3.2
	 10
	Describe the sort of problems you might expect to encounter during the delivery of your service and how you might manage and mitigate these:


	
	
	Applicant Response:



	3.3
	10
	Availability:



	
	
	Question:

Response:

a. Please indicate the days/times when you are available to deliver the workshops and support to clients, including capacity of workshop frequency at any given time. (i.e. how many days a week are you available to deliver the service requested) (5 marks) 

b. Please provide details about response times – CWRT requires a 48hr response time for dealing with requests from CWRT. (such as availability for workshops, client support, etc) (5 marks)



	3.4


	10
	Technical & Professional Ability
Please provide details of up to 3 contracts that demonstrates your experience in facilitating workshops and/or delivering to newly started and existing businesses from the creative sector that is relevant to our requirement. Contracts for supplies or services should have been performed during the past three years. Please provide case studies to support your answer. 

Please note that CWRT reserves that right to request references from the contacts provided. The named contact provided should be able to provide written evidence to confirm the accuracy of the information you have provided.

Contract 1
Contract 2

Contract 3
Name of customer organisation
Point of contact in the organisation
Position in the organisation
E-mail address
Description of contract - In no more than 500 words, please provide a brief description of the contract including evidence as to your technical capability in this market
Contract Start date
Contract completion date
Contract value
If you cannot provide at least one example, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up, or you have provided services in the past but not under a contract. If you have provided evidence above this question does not apply so enter ‘Not applicable’ in the response box below:

[image: image3.png]g
1
&

Manual Technology-aided
The creative process







	Question 4

Pricing Schedule

Please provide the required pricing information. This Section is Scored. 40%
All Prices submitted must be exclusive of VAT.

	· The materials design and development aspect of this contract is estimated at a value of up to £11,600 up to December 2021. 
· There are currently 3 existing Creative Springboard workshop manuals that need to be evaluated and reviewed to assess and identify content that needs to be updated. E.g. links to support agencies, facts & figures, links to useful Government websites 

· Make the necessary adaptations to CWRT’s materials, following assessment of findings and approval from CWRT’s Project Manager. This includes the branding of materials with appropriate project logos, updating of T&C’s and design work. 

· Assist with the development of new content creation and materials that are appropriate to the Creative Springboard target market and project objectives.

· Materials and content to be assessed every quarter to ensure of relevance and meeting the needs of Creative Springboard’s client base.

Note – all printing and collation of materials will be done by CWRT. 

Based on the estimated contract value and the requirement for the materials to be designed and developed, please provide your daily rate below: 
Please provide a breakdown which shows how the ‘Daily Rate Total’ has been calculated:
Daily Rate Total (EXCLUSIVE OF VAT):
You are required to provide a daily rate as the basis for the provision of each service.  Level of expenses to be agreed in advance by the Project Manager. Out of pocket expenses incurred in delivering services will be reimbursed on the production of supporting documentation. 

Mileage rate: HMRC threshold as verified by AA route planner maps. Train tickets: Standard class train ticket.
In line with project rules we are unable to pay for travel time or your own workshop preparation time (such as lesson plans etc)
Please note: the cost evaluation will be based on a nominal 36 days (252 hours) for the material design and development aspect and a nominal 29 days (203 hours) for the workshop delivery aspect. These figures are for evaluation purposes only. The actual cost will be dependent on the number of days commissioned under the contract.

	· The workshop delivery aspect of this contract is estimated at a value of up to £10,900 up to December 2021.  

· Deliver Creative Springboard’s business workshops. You will be required to typically deliver 3 training workshops (Personal Development, Imagining Growth and Financial Management) that are typically run in cohorts of to 15 people in each group. Delivery is typically run 1 to 2 days a week over a 3-week period. 
Dependant on client need and demand, more topics could be added to the Creative Springboard Project. 
You will be supplied with all workshop materials and equipment; however, it is your responsibility to prepare your own workshop delivery notes and lesson plans. 

· You will be required to collect and drop off the workshop materials and client paperwork (workshop registers, client detail forms & evaluation forms) at CWRT’s offices in Coventry or make suitable arrangements to ensure that CWRT obtains the required paperwork within 5 days after the workshop date. 

· You will be required to provide a short summary report following each cohort delivered to CWRT’s Project Manager (via email) within 5 days of the final workshop being delivered. The report should cover the number of delegates attended, any issues or concerns, your observations and general overview of how the workshop went, any client information that CWRT should be aware of and any other relevant notes that CWRT should be made aware of. You will be provided with a report template. 

· At the end of the contract, you will be required to provide feedback on all aspects of the delivery of the workshops (observations, improvements & recommendations) and your view of the project management of the Creative Springboard Project in order for CWRT to produce an impact assessment report. 

· You may be required, on rare occasions, to attend networking events (hosted by CWRT), drop in sessions (hosted by CWRT), conduct outreach activities and deliver 1-2-1 mentoring sessions. 

Note – demand, frequency and location of workshop delivery is dependent on client need and demand. 
Based on the estimated contract value and the requirement for the workshops to be delivered, please provide your daily rate below: 
Please provide a breakdown which shows how the ‘Daily Rate Total’ has been calculated:
Daily Rate Total (EXCLUSIVE OF VAT):
You are required to provide a daily rate as the basis for the provision of each service.  Level of expenses to be agreed in advance by the Project Manager. Out of pocket expenses incurred in delivering services will be reimbursed on the production of supporting documentation. 

Mileage rate: HMRC threshold as verified by AA route planner maps. Train tickets: Standard class train ticket.
In line with project rules we are unable to pay for travel time or your own workshop preparation time (such as lesson plans etc)
Please note: the cost evaluation will be based on a nominal 36 days (252 hours) for the material design and development aspect and a nominal 29 days (203 hours) for the workshop delivery aspect. These figures are for evaluation purposes only. The actual cost will be dependent on the number of days commissioned under the contract.


Section 3
Compliance Documentation

FORM OF TENDER 
The Contract:
Creative sector specialist to design and deliver the Creative Springboard workshops  
Contract Reference:
CWRT CS P2
DECLARATION

1.
I/We hereby offer to provide the Mentoring, Facilitation and/or Advice services for the Creative Springboard Project as detailed in the Specification and perform, fulfil and keep all the obligations of the Contractor in accordance with the provisions of the Contract Documents, all for the sums properly due under the contract as calculated in accordance with the Pricing Schedule submitted as a part of my/our tender.

2.
I/We confirm that:

a) I/We are fully conversant with and accept the entire Invitation to Tender and this tender is submitted strictly in accordance with the Invitation to Tender including the Conditions of Participation, Contract Terms and is without any conditions or qualifications whatsoever.

b) I/We have enclosed with this Form of Tender all of the required documents and information in accordance with the Invitation to Tender which together with this Form of Tender constitutes my/our tender.

c) In submitting my/our tender I/we have not relied on any oral or written representation or warranty made by CWRT or its Officers except those expressly incorporated by reference into the Tender Documents. In particular, I/we confirm that any information given to me/us by way of guide quantities in the Invitation to Tender was given as a guide only and I/we acknowledge that the CWRT has not made any warranty or representation as to the actual quantities that will be commissioned under the contract.
d) The information supplied is accurate to the best of my/our knowledge and I/we undertake to notify the CWRT immediately of any changes of information and/or circumstances occurring at any time after the submission of this Invitation to Tender. I/We understand that failure to notify the CWRT of any changes of information or the provision of false information could result in my/our exclusion from further participation in this and future tender processes.

e) In the event of the CWRT entering into a contract with me/us the responses to the questions set out in this Invitation to Tender will be binding upon me/us and any misrepresentation may lead to termination of the contact.

f) I/We understand that the CWRT is not obliged to accept any proposal submitted or to enter into a contract with any contractor and I/we have no claim against the CWRT for any costs or expenses incurred in submitting my/our Tender.

.

FORM OF TENDER (Continued) 
The Contract:
Creative sector specialist to design and deliver the Creative Springboard workshops  
Contract Reference:
 CWRT CS P2
SIGNATURE INFORMATION PAGE

To be signed by the person(s) tendering or, in the case of a firm or company, by a Contractor(s) or authorised representative(s) thereof respectively in his (their) own names(s) and on behalf of such firm or company.

Signed on behalf of the applicant.

I have read the declaration contained on page 1 of this Form of Tender and I agree to be bound by its terms as evidenced by my signature below.

Dated this ……………………. Day of……………………………………….. 20……..

Signature …………………………………………………………………….

Full Name …………………………………………………………………..

Position in Company ……………………………………………………….

On behalf of (company name) ………………………………………………

Postal Address or Registered Office

………………………………………………………………………….

………………………………………………………………………...

…………………………………………………………………………

…………………………………………………………………………

Thank you for taking the time to complete your response to this Invitation to Tender.
To ensure your application is evaluated properly, CWRT needs to receive a complete response from you. Before returning your tender, please check you have answered all questions and ensure that you have enclosed all relevant documents by completing the checklist below: (Please put an X in the boxes where you have enclosed a document and put N/A where there is no enclosure). 
	Question Number 
	Document(s)
	Tick if enclosed

	
	Company Details
	

	Section 2
Question 1
	A fully completed ‘Company Details and Contact Information Questionnaire’
	

	
	Mandatory Pass/Fail Questions
	

	Section 2
Question 2
	A fully completed ‘Mandatory Pass/Fail Questions’ Questionnaire
	

	
	Award Stage
	

	Section 2
Question 3
	A fully completed Service Delivery Questionnaire
	

	Section 2
Question 4
	A fully completed Pricing Schedule
	

	Section 3
	Signed declaration 
	

	Section 4
	Signed contract terms 
	

	n/a
	CV and Insurance Documents 
	


	Please also ensure that you have: 
	Tick to confirm

	Retained a copy of the document for your records, accessible to the primary and secondary contacts referred to in Section 2 of the Selection Stage questionnaire.
	


Section 4
Contract Terms 
Contract Terms
Duration of the initial contract period will be June 2019 to December 2021 with the option to extend in periods up to, but not exceeding, a maximum additional 24 months.
There is no guarantee of any minimum number of days to be accessed from this project as delivery will be based on client needs and requirements.

Service delivery will be based on a 7-hour delivery day. Any delivery over 7 hours will be classed and paid at a daily rate. Travel and workshop preparation time will not be paid.

Workshop facilitators will be expected to refer clients on to other specialist expertise within and external to the Creative Springboard Project, ensuring referrals are accurately recorded on project documentation.

Contractual issues

Workshop Facilitators will also be invited to attend further team and client recruitment events to extend their network and share skills, expertise and experiences. 

Workshop Facilitators are required to produce accurately completed timesheets and outputs paperwork signed by the client. This documentation will be required before any invoices are paid.

Workshop Facilitators may also be asked to assist with the following with no additional fees:


· Provide information for the production of case studies

· Support external promotion to stakeholder groups

· Provide information requested by an audit

Payment

Invoices for Workshop Facilitators will be submitted on completion of the training event and all paperwork with client satisfaction signatures to be given to the Project Manager for approval. You will receive payment on production of an invoice by the 24th of every month for time spent delivering the contract services.  You will also be reimbursed, on production of receipts, or mileage records, for out-of-pocket expenses which you incur in pursuance of your duties.

It is anticipated that contracts will be raised with registered companies.  If Workshop Facilitators expect to deliver services as a sole trader or partnership, then evidence of HMRC Unique Tax Reference (UTR) must be provided. If you are self-employed, you are therefore responsible for your own tax and national insurance.

In pursuance of your responsibilities we have agreed that you will:

· Complete all services to the best of your ability and to an agreed timeline

· Be responsible to the CWRT Inclusive Enterprise Project Manager

· Comply with the CWRT Health & Safety rules

· Comply with all requirements placed upon CWRT by the Data Protection regulations
· Comply with CWRT’s Lone Worker Policy 

Other terms

You will be responsible to the Board of the Company.

You are not entitled to any paid leave of absence for reasons of sickness, injury, holiday, or for any other reason from the Company. You are advised to make your own sick pay and pension arrangements. 

You should take all reasonable measures to safeguard your own health and safety, and that of any other person who may be affected by your actions. 

You must provide liability insurance where appropriate. 

You must provide your own transport to meet all your obligations.

You must not disclose or use, at any time, either whilst this Agreement is in force or subsequent to its termination, any secret or confidential information, such as costs, products, markets, sales, lists of customers, or other information, which is not available to the public, whether or not developed by yourself, and must adhere to the normal rules of business conduct. 

You may work for other companies, but you must recognise that you will gather commercially valuable information, and to guard the Company’s interests, it is essential that you protect this information by holding it secret or confidential. 

The Agency reserves the right to evaluate the effectiveness of the services which you provide, and to take whatever action is necessary including the termination of this Agreement for your services. Except for gross negligence or any other action, which the Company deems to be a serious breach of contract, you will be entitled to one month’s notice. Should you wish to terminate your contract with us, you must also give three months’ notice.


Please tick to confirm you have read and understood the general contract details

Date: ………………………………………………………………………
Signature …………………………………………………………………
Full Name ………………………………………………………………..
Appendix 1 
DCMS definition of the digital creative industries (DCMS 2013):
• Advertising and marketing

• Architecture
• Crafts
• Design: product, graphic and fashion design

• Film, TV, video, radio and photography

• IT, software and computer services

• Publishing
• Museums, galleries and libraries

• Music, performing and visual arts (DCMS 2014).

Source: adapted from The Future of the Creative Industries, The Work Foundation, Reid et al 2010: 41
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