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Request for Quotation
Date of Issue: 20/03/2017
Response Deadline: 26/03/2017 23:45
Tender submission: Tenders must be uploaded to the Cefas Delta e-Procurement system 

Ref: SAR-70

Late responses will not be accepted

Title:  RFQ for the provision of Science Media Training onsite at Cefas Lowestoft and Cefas Weymouth.
Technical Specification (Schedule 1)
Background to Requirement: 
Cefas have the requirement to ensure that all key science staff based in Lowestoft and Weymouth that are required to engage with the media, make presentations or give news statements and present reports, are adequately trained and briefed with dealing with the media.
Market analysis had identified that Cefas require a mixture of theory based and hands on training, which is anticipated can be delivered/completed within one working day.
An example of content that could be included would be:

· TV and radio scenarios

· Tips and techniques, effective interview management

· Handling challenging questioning

Requirement 1 – Essential
An initial 21 members of staff have been identified for immediate training. These staff are experts in their science field, have some basic level of understanding and may have already worked on projects with the media by taking enquiries etc.., but some may have gaps in their skills that require identification and improvement i.e. most have not had experience in being filmed. 
Cefas are looking for suitable suppliers to suggest suitable courses and content that would address this requirement.

Upon successful completion of Requirement 1, Cefas may also call upon the successful supplier to provide refresher courses on an ad-hoc basis. 
Requirement 2 - Optional

Cefas have also identified a further 51 members of specialist staff that have the occasional media interaction and may need to be called upon in the future. Upon the completion of requirement 1, Cefas may approach the successful supplier to provide additional training as mentioned in requirement 1 from 2018 onwards.
Quantity: It is anticipated that the provisional requirement will need to cover 2 days at Lowestoft and 2 days at Weymouth unless suggested differently by the successful supplier.
Location for services to be undertaken: Cefas Laboratories at Lowestoft NR33 0HT and Weymouth DT4 8UB
Delivery Date from: April 2017
Queries about the tender:

Clarification of the tender requirements can be given. Please contact the Cefas Delta e-Procurement system to submit your questions. Please be aware that we will make clarification questions and answers available to all bidders. For questions relating to the advertisement of this opportunity, please contact procure@cefas.co.uk
Quotations will be evaluated on value for money:

Quality
60%

Cost
40%

Information to be provided by the Tenderer:
Please provide details of............
· Overview of your company and your experience in providing science based media training

· Examples of the types of science based media training provided and suggestions that cover Cefas requirements

· Day rate charges for training (enter below on Schedule 2)

· Any additional travel and subsistence rates (enter below in Schedule 2, or provide alternative pricing details by amending the table to providing separately.)
· A copy of this completed RFQ, signed and dated.
Submitted Pricing (Schedule 2):
	Description of services for requirement 1

	Qty
	Unit of Measure
	Cost
	VAT

	
Price for one day onsite course at Lowestoft NR33 0HT
	1
	Day rate
	£
	£

	Price for one day onsite course at Weymouth DT4 0UB
	1
	Day rate
	£
	£

	Details of additional travel and subsistence (expand if necessary)

	
	
	£
	£

	Total Cost:
	£
	£


Tenders must be uploaded to the Cefas Delta e-Procurement system and Tenderers will be informed of the results as soon as possible.

We understand and accept that Cefas’ Standard Terms and Conditions for Services apply to this project and any subsequent work – a copy of which is available to download from within the Delta Tender box.
	Signed:


	For:

(Company Name)

	Name:

(Block Capitals)


	Date:

	Name of contact to call in the event of a query (if different from above):


	Direct telephone number of contact:
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