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Part 2: Specification

Contract Reference: RBGKEW1031
 3D Design Services Framework
(This document is for information)

1. 
Summary
The goal of this procurement project is secure 3D Design Services for the Royal Botanic Gardens, Kew (Kew Gardens and Wakehurst).  RBG, Kew requires 3D Design services from time to time.  These services include the following types of projects:
·   Design and technical drawing for sign furniture

·   Design and technical drawing for display or exhibition furniture

·   Advice on the relative costs, sustainability and longevity of proposed materials and production processes

2. 
Background
Royal Botanic Gardens, Kew (‘Kew’) is a world-famous centre for botanical and mycological knowledge. With our two inspiring gardens at Kew in west London and Wakehurst in Sussex, we enchant our visitors with the wonder of plant diversity.
Kew Gardens have been in existence since 1759 and within the grounds are 4 Grade 1 listed buildings and 36 grade 2 listed buildings all within an internationally significant landscape containing many rare or unique specimens.  Kew Gardens was designated a UNESCO World Heritage site in 2003.

Wakehurst, previously known as Wakehurst Place, is an historic mansion and botanic gardens in West Sussex, England, owned by the National Trust but used and managed by the RBG, Kew.  

Every year nearly a million people visit Kew Gardens and Wakehurst and Kew wishes those visitors to understand it as a centre for scientific and horticultural research as well as being two beautiful gardens.  Each garden has its own unique sense of place and there is a balance to be struck between this distinctiveness and visitor understanding that we are the same organisation.
In line with this ambition it is important that 3D Design presented within the Gardens follows the style and quality established by projects such as the Temperate House in Kew Gardens and the Wayfinding project at Wakehurst.
3. 
Scope of the requirements
We are looking for design Suppliers (‘Suppliers’) with experience of design work for both indoor exhibition spaces and outdoors in gardens or parks. Successful Suppliers would work closely with the Interpretation, Exhibition and Creative Services teams at Kew and Wakehurst.
Over this next 3 years we estimate that we will have approximately 10 design separate projects, ranging from slight modifications of current sign furniture to the redesign of exhibition spaces.
The selected Suppliers will have access to:
·   Kew’s Brand Guidelines.

·   Examples of sign designs already created for Kew Gardens and Wakehurst.
For smaller projects the Supplier may be required to manage installation.
3.1 Process for contracting work 
The standard process will be as follows: 
·   Design brief issued to Supplier/Suppliers by Kew in line with the call off procedure detailed in Appendix 1. This will include the timeline and budget for the project will be established within the project brief – it is expected that this is the timeline that the project will run to.  Kew expects that the Supplier will alert their staff contacts to anything within the project that might put meeting the budget at risk
·   Three initial design concept drawings, with notes on material suitability, manufacturing process and notional costs, are submitted by the Supplier 
·   Kew will review these concepts and select a preferred direction 
·   The Supplier will supply refined concept drawings

·   Kew will review these refined concept drawings and make any final change requests 
·   The Supplier will supply final technical drawings that outline all the specification required to manufacture the final product 
4. 
Service Levels
The Supplier will adhere to the following service levels:
	Service Area
	Service level 

	Design stage
	· All concepts to be submitted in PDF format
· A cost estimate will be presented for each concept
· All technical drawings to be suitable format for the requirement 

· Designs need to give consideration to how finished product will sit within the family of designs used at both Kew Gardens and Wakehurst.

· Designs must adhere to Kew’s Brand Guidelines.

	Manufacturing stage
	· Liaison with the manufacturer will be managed by Kew or the Supplier on a case by case basis depending on volume and complexity

	Account management
	· Availability during standard business hours (Mon-Fri 9am-5pm) unless a divergence from this is negotiated.
· Calls and emails from Kew the Supplier will be responded to within three working days.

· The Supplier will assign a named primary point of contact for the Contract and provide full contact details.

	Billing
	· Any changes to quoted costs must be discussed with the Kew and agreed in writing 
· The supplier shall invoice Kew on or at any time after completion of delivery. Kew shall pay the invoiced amounts within 30 days from the date on which Kew has determined that the invoice is valid and undisputed.

· A phasing of payments may be negotiated at the point of quoting on the project.


5. 
Security
Access to the Kew site must arranged in advance by the supplier (ETA on agreed delivery date(s)) for Kew staff to arrange access on site with Kew’s constabulary.  
6. 
Sustainability

Kew holds the ISO 14001 accreditation and would like to see evidence of the supplier’s commitment to reduce environmental impact and work in a sustainable manner. 
7.  
Insurance

The insurance requirements for this framework are:

Professional Indemnity - £2 Million

Public Liability - £5 Million
Appendix 1 – Framework Call-off Procedure
Framework Call off procedure

During the lifetime of the Contract, Kew may call-off from this framework agreement in two different ways. 

Option 1: Ranked direct award 

Option 2: Further competition between all suppliers on the framework

The option chosen will depend upon the individual requirements of each Design Brief.

Option 1: Direct Award

Direct Award to the top ranked Supplier. The ranking of the Suppliers is determined through the framework ITT process. 

Process

1. Kew draft a Design Brief and issue it to the top ranked Supplier.

2. Supplier reviews the Design Brief and provides a response in the required timescales in accordance with the method detail in the Design Brief and Specification section 3.1.
3. If the Supplier is unable to provide a response for any of the following reasons

· They do not have capacity to undertake the work; or

· Cannot respond within the required timescales as detailed in the Design Brief; or 

· There are other relevant issues such as conflict of interest.

the second ranked Supplier should be appointed. If the second ranked Supplier cannot meet the need, the third ranked Supplier should be approached. This process is repeated until a Supplier can meet the requirements.

4. The relevant Supplier responds to the Design Brief as per the method outlined in the documentation and section 3.1 of the Specification.

5. An Order will be placed after Kew has discussed its specific requirements with the Supplier and agreement has been reached as to timescales, methodology/approach, specific service requirements, key milestones and performance indicators to be met.  The Standard Terms and Conditions of any call-off contract shall be as those stated in the framework agreement.
Option 2: Further Competition. 

Further competition between all Suppliers on the framework.

Process

1. Kew to draft a Design Brief and further competition documentation and issue to all Suppliers

2. Suppliers to respond as per the method outlined in the further competition documentation.
3. Kew assess responses using the evaluation criteria below

4. Kew places an Order with the successful Supplier. The Standard Terms and Conditions of any call-off contract shall be as those stated in the framework agreement.
Evaluation Criteria

	Technical Criteria 


	Skills and Resources

	Response to the Design Brief

	Project Management

	Commercial Criteria 


	Total Cost 


The weightings for each criterion will differ for each further competition.

Technical criteria will be evaluated using the following scoring scale:

	5
	Very Good
	Response is completely relevant and excellent overall. The response is comprehensive, unambiguous and demonstrates a thorough understanding of the requirement and provides details of how the requirement will be met in full.


	4
	Good
	Response is relevant and good. The response is sufficiently detailed to demonstrate a good understanding and provides details on how the requirements will be fulfilled.

	3
	Satisfactory
	Response is relevant and acceptable. The response addresses a broad understanding of the requirement but may lack details on how the requirement will be fulfilled in certain areas. 

	2
	Poor
	Response is partially relevant but generally poor.  The response addresses some elements of the requirement but contains insufficient/limited detail or explanation to demonstrate how the requirement will be fulfilled.

	1
	Very poor
	Response is partially relevant but generally very poor.  The response addresses some elements of the requirement but contains insufficient/limited detail or explanation to demonstrate how the requirement will be fulfilled.

	0
	Unsatisfactory
	Nil or inadequate response. Fails to demonstrate an ability to meet the requirement.


Commercial criteria will be evaluated on a Total Cost basis to ensure that solutions can be compared equally.  A Total Cost for each commercial element of the further competition response will be calculated as follows: 

· The lowest price will receive the maximum marks available 

· The financial scores of the other Suppliers will be calculated using the following formula: 

Suppliers Score = (Lowest Price/ Suppliers Price) x available mark

Supplier Response Guidelines

Full guidance on what is required for each individual further competition will be detailed in the further competition documentation. Section 3.1 provides a general guideline of what will be required but is subject to change due to differing Design Brief requirements.
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