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Requirement Overview
This Invitation to Tender sets out City Dressing requirements for Liverpool Vision Limited (LV) commencing on 1st February 2017. The initial term of any resultant framework contract(s) will be for a two-year period with the option for LV to extend for an additional period of up to two years, subject always to termination by Liverpool Vision by serving no less than 30 days written notice.
The requirements are split into 4 main areas:-
1. Liverpool Vision campaigns - Liverpool Vision has on average 130 banner installs and 220 flag installs per year, with approx. 8 gateway/welcome installations, depending on activities to promote. 
2. Culture Liverpool campaigns - Over and above general LV requirements, we also manage Liverpool City Council’s requirements for servicing Culture Liverpool events and on an average year this can be approx. 100 banners and 75 flags. 
3. ACC Liverpool Destination Welcome - LV also manage the Destination Welcome activities on behalf of The ACC Liverpool Group which, includes an estate of 21 flag poles. 8 of these poles are used for standard events, whilst other events utilise between 8 and all 21 poles.
4. Temporary installations – Major events taking place during 2017-18 requiring a flexible approach to growing and shrinking the overall size of the estate.
Note: any volumes quoted in this ITT are indicative only and it is expected that these will change to suite demands of events over the term.
Tenderers are invited in section 5 to elaborate on any alternative innovative solutions, as well as temporary installs, but these must be distinct from your main response to the requirements described here which outlines the current estate.
 The Client
The client is Liverpool Vision Limited (company registration number 06580889) working on behalf of the Mayor of Liverpool. 
Who Are We?
Working closely with private sector businesses in the city, Liverpool Vision is the Mayor of Liverpool’s economic development company incorporating:
· Marketing Liverpool (ML), incorporating Liverpool Convention Bureau (LCB)
· Invest Liverpool (IL)
· Special projects, such as the International Festival for Business 2018 (IFB2018).

What Is Our Purpose?
Liverpool Vision’s purpose is to enhance the brand of Liverpool, attracting investment and creating jobs to ensure a more prosperous future for the city. 

How Do We Do This?
Through raising the profile of our offer we will generate interest from investors and visitors that will both help attract new investment and encourage existing businesses to grow. We will, together with private and public sector partners maximise opportunities by participating in major events such as MIPIM, International Festival for Business (in 2014, 2016, 2018 and 2020) and Visitor Economy exhibitions. By working in partnership with commercial partners in the private sector we will communicate positive messages about the city to local, national and international audiences.

What Are Our Values?
Liverpool Vision’s is committed to the highest standards of ethical conduct and integrity in its business activities and to providing a high-quality service to all its customers and partners. Liverpool Vision believes that all its workers should be treated with dignity and respect and everyone is encouraged and supported to be the best they can be. We believe in taking responsibility, being creative and innovative and working together as a team for the benefit of the city.

You can find out more at www.liverpoolvision.co.uk and www.itsliverpool.com
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Structure of the Invitation to Tender

This Invitation to Tender (‘ITT’) is divided into a number of specific sections:
[bookmark: _Toc336549693]
[bookmark: _Toc465862656]1. ITT Instructions.

These instructions should be followed to ensure that your response covers all areas and is in the correct format and structure. By submitting a response to the ITT you are declaring that you comply with all the relevant sections and stipulations.

[bookmark: _Toc336549695][bookmark: _Toc465862657]2. Intention to bid

This section, if applicable, provides details of how you should respond to LV if you intend to submit a bid.

[bookmark: _Toc465862658]3. Requirements 
[bookmark: _Toc336549700]
This section provides the details of LV’s specific requirements and you should ensure that all relevant responses are provided in your submission.

[bookmark: _Toc465862659]4. General company information 

This section requests certain general company information from you and all sections should be responded to.

[bookmark: _Toc465862660]5. Additional Information
[bookmark: _Toc336549701]
This section provides you with an opportunity to submit additional information in support of your submission. 

Appendix 1- Terms and Conditions
[bookmark: _Toc336549702]Appendix 2 – Legal comments table
[bookmark: _Toc465862661]
1. ITT Instructions

Please note that by submitting a response to this ITT that you agree and comply with all parts of the ITT Instructions section. 

[bookmark: _Toc336549703][bookmark: _Toc465862662]1.1 General Instructions

1.1.1 This document is made available on the condition that the information contained within it is used solely in connection with the competitive process for this ITT and for no other purposes.

1.1.2 Whilst reasonable care has been taken in preparing this document, the information within it does not purport to be comprehensive or to have been independently verified. LV accepts no liability or responsibility for the adequacy, accuracy or completeness of any information stated. No representation or warranty, express or implied, is given by LV or any of its representatives with respect to the information contained herein or upon which this ITT is based.  Any liability for such matters is expressly disclaimed.

1.1.3 LV reserves the right, without prior notice, to change, modify, or withdraw the basis of its request and/or to reject all proposals and terminate negotiations at any time.  In no circumstance will LV incur any liability in respect of time, effort or costs incurred in regard to either discussions, meetings or time spent in respect of reviewing and/or responding to this document or any subsequent material.

1.1.4 This document is not intended to provide the basis for any investment decision. The recipients of this document must make their own independent assessment of the requirements after making such investigations and taking such professional advice as it deems necessary. 

1.1.5 The information in this document shall be kept confidential by the Tenderer and may not be copied, reproduced, distributed or passed to any other persons, at any time, without the prior written authorisation of LV. Ownership in any response to this ITT shall be vested in LV upon delivery of the same and such response shall only be returned at the sole discretion of LV and at the recipient’s cost.  

1.1.6 This ITT is not a purchase order and does not constitute an offer capable of acceptance. This ITT does not commit LV or any official of it to any specific course of action. The issue of this ITT does not bind LV or any official of it to accept any proposal, in whole, or in part, whether it includes the lowest priced proposal, nor does it bind any officials of LV to provide any explanation or reason for its’ decision to accept or reject any proposal. Moreover, while it is the intention of LV to enter contract negotiations with the selected Tenderer, the fact that LV has given acceptance to a specific Tenderer does not bind it or any official of it in any manner to the Tenderer.

1.1.7 Without prejudice to any prior obligations of confidentiality you may have, no publicity relating to this ITT or to the acceptance by LV of any ITT response or to the letting of any future contract shall be released by you without the prior written approval of LV.

1.1.8 You shall be deemed to have examined before the submission of your tender response, all the provisions in this ITT as well as regulations and other information relevant to your tender response, and to have fully considered the risks, contingencies, and other circumstances, which could affect the tender response. You shall be responsible for obtaining all information by the making of reasonable and prudent inquiries and, by prior arrangement. 

1.1.9 By submitting a Tender Response the Tenderer represents that it has read and understood the ITT. The Tenderer will consider the contents of any submitted tender response as an offer to contract.

1.1.10 Any attempt by Tenderers or their advisors to influence the contract award process in any way may result in the Tenderer being disqualified. Specifically, Tenderers shall not directly or indirectly, at any time:

(a)      Revise or amend the content of their Tender in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner or supplier;
(b)      Enter into any agreement or arrangement with any other person as to the form or content of any other Tender, or offer to pay any sum of money or valuable consideration to any person to effect changes to the form or content of any other Tender;
(c)      Enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting a Tender;
(d)      Canvass LV or any employees or agents of LV in relation to this procurement; or
(e)      Attempt to obtain information from any of the employees or agents of LV or its advisors concerning another Tenderer or Tender; or
(f)       Offer, pay, promise to pay, or authorize the giving of any financial or other benefit to any person for the purpose of obtaining an improper advantage, or otherwise conduct themselves in a manner contrary to any anti-bribery or anti-money laundering legislation and/or regulations in the broadest sense (whether issued by the EU, the US, the UN or any other body) or any other such rule or legislation that may apply from time to time.  

1.1.11 Tenderers are responsible for ensuring that no conflicts of interest exist between the Tenderer and its advisors, and LV and its advisors and Partners. LV reserves the right to disqualify any Tenderer that is guilty of any misrepresentation in relation to its Tender or the tender process.  Any Tenderer who fails to comply with the requirements of this clause may be disqualified from the procurement process at the discretion of LV.  

1.1.12 Only information provided as a direct response to this ITT will be evaluated.  Information and detail which forms part of general company literature or promotional brochures etc. will not form part of the evaluation process.  Marketing material should not be included with your tender response. Supplementary documentation may be attached where you have been directed to do so. Such material must be clearly marked with the name of the organisation and the section to which it relates. All sections must be answered unless advised otherwise.

1.1.13 Please note that we may require clarification of the answers provided or ask for additional information.

1.1.14 The response should be submitted by an individual of the organisation, company or partnership who has authority to answer on behalf of that organisation, company or partnership.

1.1.15 Should there be any obvious typographical errors or misunderstandings in the ITT documentation then clarification should be sought.  However, if the response is found to misrepresent facts, the documents will be deemed void.  In the case where the error or misrepresentation is not discovered until after the contract is awarded, we reserve the right to determine the contract and costs incurred by us as a result of the determination shall be recoverable from the Tenderer under the contract.

1.1.16 If applying on behalf of a consortium, please list the names and addresses of all other members of the consortium.  Any contract will be entered into with the nominated lead organisation and all members of the consortium, who will in these circumstances each be required to execute said contract together with all ancillary documentation, evidencing their joint and several liability in respect of the obligations and liabilities of the contract.  It will be for members of the consortium to resolve their respective duties and liabilities amongst each other.  For administrative purposes, any associated documentation will be sent to the nominated lead organisation.

1.1.17 If sub-contractors are proposed to assist in the delivery of the service, please list the business names, registered offices, addresses and specific areas of service which they will deliver.

1.1.18 It is the responsibility of tenderers to ensure that their tender is delivered not later than the appointed time.  LV does not undertake to consider tenders received after that time unless clear evidence of posting is available (i.e. a clear post mark and/or certificate of posting).  It should be noted that mail is not delivered directly to the recipient but through a central post room.  This may delay receipt of post, and allowances should be made.

1.1.19 Whilst LV is committed to selecting a supplier or suppliers, it reserves the right not to accept any proposals or award the contract. 

1.1.20 LV does not bind itself to accept the lowest or any tender, and reserves the right to accept a portion of any tender, unless the tenderer expressly stipulates otherwise on his tender.  The right is also reserved to award more than one contract.

1.1.21 Where a framework contract is intended, LV reserves the right to appoint one or more suppliers to such framework and to run various subsequent mini competitions in the award of specific pieces of work, pursuant to the contract.

[bookmark: _Toc336549705][bookmark: _Toc465862663]1.2 Freedom of Information 

1.2.1 LV is subject to The Freedom of Information Act 2000 (“Act”) and The Environmental Information Regulations 2004 (“EIR”). 

1.2.2 As part of its duties under the Act or EIR, it may be required to disclose information concerning the procurement process or the contract to anyone who makes a request. 

1.2.3 If the prospective Tenderer considers that any of the information provided in their response is commercially sensitive (meaning it could reasonably cause prejudice to the prospective Tenderer if disclosed to a third party) then it should be clearly marked as "Not for disclosure to third parties” together with valid reasons in support of the information as being exempt from disclosure under the Act and the EIR. 

1.2.4 LV will endeavour to consult with the prospective Tenderer and have regard to comments and any objections before it releases any information to a third party under the Act or the EIR. However, LV shall be entitled to determine in its absolute discretion whether any information is exempt from the Act and/or the EIR, or is to be disclosed in response to a request of information. LV will make its decision on disclosure in accordance with the provisions of the Act or the EIR and will only withhold information if it is covered by an exemption from disclosure under the Act or the EIR. 

[bookmark: _Toc336549706][bookmark: _Toc465862664]1.3 Responding to the ITT

1.3.1 All responses should be sent in a sealed envelope marked “ITT Response for City Dressing” to Connor Reilly, Procurement Assistant, Liverpool Vision, 10th Floor, The Capital, Old Hall Street, Liverpool L3 9PP. 

Please provide 2 printed Responses, together with an electronic copy contained on a memory device.

We appreciate the environmental impact and request therefore that where practical duplex printing on environmentally friendly paper is utilised and that additional materials not directly related are not included.

If delivering by hand, please be advised that because of a barrier system in a shared building, you will need to ask reception in the Capital Building to phone Liverpool Vision (0151) 600 2900 that your submission has arrived for collection.

Envelopes must not indicate the identity of your organisation.

1.3.2 In responding to this ITT you specifically agree the following:

1.3.2.1 Having examined all parts of the ITT that the supply of the Goods and/or Services to LV will be at the rates/prices as provided. All prices must be quoted on the basis indicated in the accompanying documents, except where the tenderer proposes alternative priced procedures, and should exclude VAT. Discounts for prompt payment should be stated.  The basis of the price shall be inclusive of all costs and delivery to LV.  

1.3.2.2 That any other terms or conditions or any general reservations which may be printed on any correspondence emanating from the tenderer in connection with this tender or with any contract resulting from this tender, shall not be applicable to the on-going relationship between LV and the selected supplier(s).

1.3.2.3 That any contract whatsoever that may result from this tender shall be subject to the laws of England and Wales as interpreted in an English Court.

1.3.2.4 The prices quoted and all other information supplied in this tender are valid and open to acceptance by LV for a period three calendar months from the tender return date specified in the ITT

1.3.2.5 The essence of competitive tendering is that LV shall receive bona fide competitive tenders from all companies tendering. In recognition of this principle, any response is declared to be a bona fide tender, intended to be competitive and that you have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.

1.3.2.6 You declare that you have not done and undertake that you will not do any of the following acts: - 
(a)	communicate with a person, other than the person calling for this tender, the amount or approximate amount of the proposed tender.

(b)	enter into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted.

[bookmark: a698143](c)	offer to pay or give, or agree to pay or give, any sum of money 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 the requirement any act or thing of the sort described above.1.3.2.7	When LV requests services from the successful tenderer, and the tenderer is able to provide such services, the parties will enter into a separate contract for the supply of services in accordance with the provisions of the framework agreement (“Call Off Contract”) and in each case incorporating the conditions of contract contained in schedule 3 (Call Off Terms and Conditions) including any specific information required and set out in the Request for Services contained in schedule 4.


In this declaration the word "persons" includes any person and anybody or association, corporate or incorporate.  The words "agreement or arrangement" include any such transaction, formal or informal, whether legally binding or not.
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1.4 Indicative Timetable

This timetable is indicative only and LV reserves the right to change it at its absolute discretion.
	Activity
	Date Due
	Time Due

	Issue of ITT
	2nd November 2016
	

	Opportunity to raise items for clarification ends
	14th November 2016
	

	LV respond to clarification questions
	16th November 2016
	

	Return of completed response to ITT
	30th November 2016 - 3:00pm
	

	Presentation / Meeting with LV (if required)
	8th December 2016
	

	Provisional award subject to contract and final due diligence
	9th December 2016
	

	Contract date(s)
	1st February 2017 until 31st January 2019, with an option to extend by up to a further two years.
	


There is an opportunity to ask LV for further information to assist you in the preparation of your responses during the Items for Clarification period. If you have an Item for Clarification please e-mail Connor Reilly, Procurement Assistant (creilly@liverpoolvision.co.uk) during the opportunity period. Please note that responses to these Items for Clarification from LV may be posted on the LV website rather than a response via e-mail. It is your responsibility to make regular checks of the LV website for updates on these.  

[bookmark: _Toc465862666]1.5 Evaluation
The evaluation criteria will be as follows:
Approach			30%
Experience			30%
Value for Money		40%

A. Approach (30%):

Knowledge and grasp of strategic context
Understanding and interpretation of requirements
Flexible approach
Quality of rationale for approach
Focus of the organisation on services required 
Relationship management
Methodology and approach used to meet requirements
Sustainability
Ability to operate within project structure and governance arrangements
Project plan and ongoing project management
Proposed materials/visuals


B. Experience (30%):

Appropriate skills of the Tenderer and of the staff allocated to this contract
Previous experience of the Tenderer and of the team allocated to the contract
Track record of achievement
Appropriate qualifications of the team allocated to the contract
References
Case studies

C. Value for Money (40%):

Pricing: base prices and volume discounts
Financial integrity of the Tenderer
Value for Money / Total Cost
Relevant and appropriate insurances
Ability to respond to service requests promptly and efficiently
Proposals for Added value
Quality of products and materials
Innovative approach to proving cost effective solutions

Successful tenderers will also be expected to have suitable financial stability to undertake these pieces of work and to have insurances and policies in place that are adequate to undertaking payment from public funds (as detailed in the general organisation requirements in Section 3.5 and Section 4 of this ITT). These requirements are mandatory and, if not satisfied, then LV reserves the right at its absolute discretion not to award a contract irrespective of how the firm has scored using the evaluation criteria.

Submissions which do not fully address the instructions within this brief will not be considered.
Interviews may be held after submissions to assist in the selection and recommendation to the Audit Committee of the preferred firm. 

[bookmark: _Toc336549704][bookmark: _Toc465862667]2. Intention to bid

Not used.

[bookmark: _Toc465862668][bookmark: _Toc346048781]
3. Requirements
[bookmark: _Toc465862669]General Requirements
LV is looking for a supplier or suppliers of City Dressing Services to provide such services on a call off basis under the mechanism of a Framework Agreement, with each call off being subject to LV’s standard Terms & Conditions (as contained in Appendix A). LV is intending to enter into a Framework Agreement with one or more suppliers, for a contract period of two years, with an option to extend for a further period of up to two years. Suppliers who are successful in gaining a place on the Framework are not guaranteed any level of work from LV.

Please note all figures are subject to change at the sole discretion of LV and no responsibility is taken for their accuracy at the time of the contract award.

See appendix 3 for location, sizes and styles of the current estate.

All artwork necessary for the fulfilment of the service requirements will be provided by LV apart from Liverpool Convention Bureau (LCB) flags, which will utilise a template that the successful company will be required to produce artwork for, to feature the name of conference for each event. Sample below.


Liverpool Vision’s main estate currently consists of 94 flag poles, 20 roadside signs and various banner sites across the city that welcome people to Liverpool and spread the good news about events in the city.
The city dressing opportunities have a number of objectives;
1. To dress and showcase the city as a welcoming and international city of culture to conference delegates, organisers, sponsors and existing business and a destination for visitors and investors.
1. To promote events awareness and to attract visitors to Liverpool.
1. To welcome commercially, third party or independently organised events into the city.
1. To highlight Liverpool’s success in bidding for and attracting high profile events.

Events and projects are promoted via our City Dressing estate throughout the year. For guidance only on average per year the service delivers approximately: -
· 20 installations at ACC Liverpool of between 8 and 21 existing poles.
· 295 flag installs
· 230 banner installs
· 8 gateway changes
· Additional requirements during International Festival for Business activity have included previously 120 banners and 120 flags (including supply/install/de-rig of approx. 90 temporary poles) and approx. 6 gateway/welcome signs.
Flag quantities include the regular installation of filler flags during downtime to ensure the estate remains animated and flag poles not left empty. With regard to this, cost effective options are sought in responses.
In June 2018 Liverpool will again host the International Festival for Business, following on from the success of IFB2014 and IFB2016. During this year specifically it is anticipated that the existing estate, particularly of flag poles, will need to be increased to meet the demands of sponsors who will receive an allocation of city dressing within their sponsorship package.
2018 will also be the 10th anniversary of Liverpool’s year as European Capital of Culture which may increase city dressing activities further during this year.
The successful company will need to have capacity and capability to bring in extra infrastructure including hardware, staffing etc to deliver this.
We also on occasions utilise partner estates for our campaigns that can include any or all of the production/install/de-rig requirements for flags and banners.
Liverpool Convention Bureau
· LCB manage the Destination Welcome programme which includes flag poles located at ACC Liverpool/Exhibition Centre Liverpool.
· For the Destination Welcome programme there are approximately 20 separate conference events during 2016-17 requiring 8 flags on each occasion. The schedule is issued annually in April. This programme is currently managed by Marketing Liverpool on behalf of ACC Liverpool Group. 
· In total at this site there are 21 flagpoles and occasionally all poles are utilised for certain events and when not in use house flags will need to be installed by the Service Provider on unused poles.
· These flagpoles are in a prominent position around ACC Liverpool Group venues; these poles are approx. 6 m in height. The flags can be installed on foot at the base of the pole (no ladder/cherry-picker is required). 
Notes: 
· In terms of project management, we require the prime supplier to maintain contractual responsibility and to lead on all elements of the process, from artwork through to install and de-rig, to ensure campaigns are activated simultaneously, where necessary.
· Depending on campaign requirements, sometimes install/de-rig can be back to back with another event and any cost saving opportunities should be highlighted.
· During downtime with flag poles when no campaign is being promoted, these are filled with generic flags to ensure no poles left empty. This equates to approx. 94 per year.
· We would be interested in new industry initiatives for city dressing promotion and fully costed proposals should be presented with your submission.
· The successful tenderer will be responsible for the maintenance and auditing of all services to be provided under this contract and fully costed proposals should be outlined in the submission.
· The services will be procured on a call off basis as requirements arise and costs agreed based on the agreed rates, with any volume discounts highlighted to represent the scale of the project or installation.
· In relation to these services, please note there may be a requirement for road traffic management for certain activities. Your proposal should indicate where this is likely and associated costs for any permits/licences clearly shown in your submission. 
· All cost should be inclusive of any project management costs associated in delivering this framework which should also cover for project management of any sub-contractors you wish to employ in order to deliver this contract.
· Cost analysis to include breakdown per unit, plus cost savings for volume discounts. Such costs should include provision for hire and purchase of proposed elements where applicable.

[bookmark: _Toc465862670]Temporary Requirements for Culture Liverpool and Other Events
This will entail temporary installation of say 40 flags (or other city dressing solution). The installation will be from April 2017 and keep in situ to include the period throughout 2018 as part of 10th anniversary celebrations for European Capital of Culture. There would be various changeovers in campaigns during this period and potentially pockets of downtime. Liverpool Vision is therefore seeking innovative cost effective solutions whereby we could either keep the estate animated throughout or remove to store during certain times.

The Culture Liverpool temporary requirements would include sites on the Strand and key arterial routes including Speke Boulevard and around the airport area.
There may also be total takeover campaigns for certain key events whereby flags/banners/other cost effective solutions are activated for 2-3 days at a time in a specific location.
Note: these temporary requirements are subject to change, but reflect current thinking at the time of this ITT.





[bookmark: _Toc465862671]3.1 Responses

Firms wishing to tender for this work should include the following information in their response, in addition to the information requested in sections 4 and 5. Please relate to specific section numbers in your response for ease of reference: -
3.1.1	Outline of all services provided by your organisation.
3.1.2	Details of relevant experience, with particular reference to the Public Sector.
3.1.3	Details of capacity and resource.
3.1.4	If sub-contractors are proposed to assist in the delivery of the service, or if you are applying on behalf of a consortium, please list the business names, registered offices, addresses and specific areas of service which they will deliver.
3.1.5	Confirmation that you (or specifically nominated sub-contractors, for whom you take full responsibility for) can provide all of the services required or if not, which elements you wish to be considered for.

LV will only enter into a contract with the prime service organisation and all and full responsibility for the management of and any act whatsoever undertaken by any sub-contractors or other organisations working with the successful supplier will be taken by the successful supplier. Please confirm your acceptance of this.

3.1.6	Geographical structure, including details of nearest office to LV and location where printing would occur.
3.1.7	Any relevant awards, accreditations, memberships and associations. 
3.1.8	Health and Safety documents including risk assessments and method statements relevant to the tasks undertaken in delivering this project See 3.3
3.1.9	Describe how the account would be managed and any added value aspects of your service, including provision of timely service levels. 
3.1.10	Examples of data / management information that would be provided to allow LV to manage the programme effectively.
3.1.11	Two small case studies (of max 1000 words) showing how you have performed these services for other projects/contracts of a comparable scale and relevance in the past two years.

3.1.12	Details of how individual projects would be managed, ie. your project management capabilities.
3.1.13	Details of materials proposed. In particular, LV is keen to explore more robust materials that will not show signs of deterioration within a short space of time.
3.1.14	Costing structure including costs for auditing and maintenance. Please complete Table 1 below.
Costings should include options for both hire and purchase of hardware including any costs savings associated with both options e.g. possible savings on maintenance costs with hire scheme. We are also interested in separate proposals and costings for new and innovative city dressing products which may replace or enhance the existing estate that provide value for money and cost savings particularly around maintenance and downtime periods.
In addition to the costings for the general requirements, please also provide as an annex, costings for temporary requirements, and show separately any other innovative and cost effective solutions to deliver the same messages.


[bookmark: _Toc465862672]Table 1 Charges

	Utilising existing hardware
	Signs (Gateway and Welcome).
	Signs (Gateway and Welcome).
	Flags
	Banners

	
	Single Sided
	Double Sided
	
	

	 
	£ per side
	£ per side
	£ per flag
	£ per banner 

	 
	 
	 
	 
	 

	1. Preparation activities for the following:
	
	
	
	

	2. Production activities
	
	
	
	

	3. Installation activities
	
	
	
	

	4. De-rigging activities
	
	
	
	

	5. Storage activities
	
	
	
	

	6. Disposal activities
	
	
	
	

	7. Cleaning & maintenance activities
	

	8. Regular audits (please state frequency)
	
	
	
	

	9. Road traffic management (indicate where and when necessary)
	

	10. Artwork (please indicate when this is included in job e.g. Destination Welcome or if separate cost)
	
	
	
	

	12. Details of audit (activity and frequency)
	
	
	
	

	13. Details of servicing / maintenance (activity and frequency)
	
	
	
	

	14. Any other costs not included above e.g. replacement hardware
	
	
	
	

	
	
	
	
	

	Welcome and Gateway signs
	 Location 
	 Dimensions 
	Cost options for recommended applications
	Complete breakdown of unit cost for supply/install/de-rig of sign at this location including any TM associations
	Any other costs associated with delivery 
	
	Total inclusive unit cost for sign at location indicated

	Welcome Sign
	 Breck Rd/Larch Lea 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Erskine St 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Everton Valley 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Gt Howard St/Paisley Street 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Kirkdale Road 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Lambeth Rd/Stanley Rd 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Leeds St/Vauxhall Rd 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Scotland Rd Inward 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Scotland Rd Outward 
	4500mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Commercial Rd/Pansy St 
	4510mm x 3000mm
	
	
	
	
	

	Welcome Sign
	 Commercial Rd/Stanley Rd 
	4500mm x 3000mm
	
	
	
	
	

	Gateway Sign
	 M62 
	4050mm x 3050mm
	
	
	
	
	

	Gateway Sign
	 Speke Boulevard 
	2500mm x 1700mm
	
	
	
	
	

	Gateway Sign
	 E Lancs Rd 
	3000mm x 2000mm
	
	
	
	
	

	Gateway Sign
	 Derby Rd 
	2320mm x 1840mm
	
	
	
	
	

	Gateway Sign
	 LJL Airport 
	3050mm x 2000mm
	
	
	
	
	

	Gateway Sign
	 East Prescot Rd 
	2500mm x 2000mm
	
	
	
	
	

	Gateway Sign
	 Royal Hospital 
	3000mm x 2000mm
	
	
	
	
	

	Gateway Sign
	 Aintree 
	3000mm x 2000mm
	
	
	
	
	

	Gateway Sign
	 Birkenhead Tunnel 
	 2100mm x 1840mm 
	
	
	
	
	

	
	 
	 
	
	
	
	
	




Temporary installations
	Proposed methodology and charges, including hardware and services, for the provision of temporary flags and banners.

	









Volume Discounts
	Please indicate any potential savings for multiple installs.

	









Timescales / Lead-times
	Installation Time (Operation)
	
	
	
	

	Product
	Qty
	Activity
	Labour Need
	Time 

	Flags 
	
	
	
	

	Banners
	
	
	
	

	Gateway/Welcome signs
	
	
	
	



	Lead Time (Print)
	
	

	Product
	Material 
	Time

	Flags
	
	

	Banners
	
	

	Gateway/Welcome signs
	
	







             
[bookmark: _Toc465862673]
3.2 Insurance requirements

The appointed provider will be required to maintain appropriate levels of insurance in a number of areas. Please complete the enclosed table and supply copies of relevant policies as appropriate: 

	Area
	Level of cover expected
	Level of cover currently held
	Level of cover to be provided 
	Further details

	Public liability
	£10m
	
	
	

	Employer’s liability
	£5m
	
	
	

	Professional Indemnity
	£1m
	
	
	



Please note that the insurance cover detailed above needs to be in place before activities commence in pursuance of the services required and will not be considered as part of the costs under the contract between LV and the selected firm.

[bookmark: _Toc465862674]3.3 Health and Safety

The appointed firm will be required to ensure that all elements of its services are planned and implemented in accordance with best practice set out in the Health and Safety Executive (HSE) Event Safety Guide (the ’Purple Guide’) and other such guidance appropriate to its business, and to provide a specific detailed risk assessment and method statement for each type of installation proposed covering all of Health and Safety issues associated with the service. 

Please confirm your acceptance of this.

[bookmark: _Toc465862675]3.4 Business Continuity

Please provide an electronic copy of your organisation’s business continuity plan (“BCP”) and specifically state how this would be applicable to the service requirements of LV.

[bookmark: _Toc465862676]3.5 Key Performance Indicators and Service Level Agreements

Please provide your proposed Key Performance Indicators (KPIs) and Service Level Agreements (SLA) to monitor and support the proposed service.

Your proposed KPIs and SLAs should be clearly defined and objectively measurable and should set out:
· The part of the Services they are measuring;
· The way in which the quality of the relevant part of the Services will be measured; and
· The measurement period
.
It is important that the KPIs and SLAs you propose are, as far as possible, as simple and clear as the circumstances allow and would thus easily slot into Agreement attached at Appendix 1 of this ITT.  Please note that, where required, we may wish to include a service credit regime and/or specific rights of termination in this Agreement.  

[bookmark: _Toc346048787][bookmark: _Toc465862677]3.6 Quality

Please provide details of how you manage quality and whether you hold any relevant quality certification or industry specific accreditations.

[bookmark: _Toc465862678]3.7 Conflicts of interest

Identify any potential conflicts of interest relating to this contract.

[bookmark: _Toc465862679]3.8 Customer References

Please provide 3 relevant customer corporate references within the last three years on a comparable scale and relevance. No more than ½ a page. Provide contact details for LV to speak to the referees at an appropriate time.

[bookmark: _Toc346048789][bookmark: _Toc336549714][bookmark: _Toc465862680]3.9 CSR

3.9.1 Please show what approach you have taken to ensure sustainability through the active involvement in Environmental activities on a project of comparable scale and relevance and how you envisage this will be done if selected. 

3.9.2 Please provide details of any environmental accreditation.

3.9.3 Please provide details of your internal environmental policies and how your organisation deals with its own environmental responsibilities.

3.9.4 Please provide your Company’s CSR Statement

3.9.5 LV strive to promote and support businesses in its region, having regard for the Public Services (Social Value) Act 2012. Please provide any evidence of how your services would address this requirement.

[bookmark: _Toc465862681]
4. General company information

Please provide a suitable response to the following requirements:

[bookmark: _Toc336549715][bookmark: _Toc346048793][bookmark: _Toc465862682]4.1 Organisation information

	4.1.1
	Full name of organisation (this should be the name of the organisation acting as prime contractor, where applicable).

	
	

	4.1.2
	Trading name of organisation (if different from above).

	
	

	4.1.3
	Date of formation

	
	

	4.1.4 
	Registered number if a limited company (please supply a copy of the certificate of incorporation and any certificate of change of name)

	
	

	4.1.5
	Registered address of organisation and address of principal trading office, if different

	
	

	4.1.6
	Prime contact details (name, position, address, phone and email)

	
	

	4.1.7
	Full names of all directors/company secretary/ partners/associates or proprietor 

	
	

	4.1.8
	Have any of the persons named in 4.1.7 above, been subject to bankruptcy proceedings or been involved in an organisation which has been subject to liquidation proceedings or had receivers appointed?  If yes, please give details.

	
	

	4.1.9
	Have any of the persons named in 4.1.7 above, been convicted of any criminal offence, apart from minor traffic offence? If yes, please give details.

	
	

	4.1.10
	Do any of the persons named in 4.1.7 above, have relative(s) who are senior employees of the LV?  If yes, please provide details.

	
	

	4.1.11
	Have any of the persons named in 4.1.7 above, ever been employed by the LV? If yes, please give details.

	
	

	4.1.12
	If your organisation is a member of a group of companies, give the name and address of the holding company

	
	

	4.1.13
	Please state the approximate number of employees in your organisation and companies acting in partnership (where relevant), who are specifically engaged in delivering similar services to those proposed by LV.

	
	



[bookmark: _Toc336549716][bookmark: _Toc346048794][bookmark: _Toc465862683]4.2 Financial Information

	4.2.1
	Please state the full name and contact details of the person in your organisation who will be responsible for financial matters relating to this contract.

	
	

	4.2.2
	Please provide an electronic copy of your organisation’s most recent audited accounts and annual report. This should include: Balance Sheet, Profit and Loss Account, Full notes to the accounts, Director’s Report/Auditor’s Report.

	
	

	4.2.3
	If you have submitted accounts for a year ending more than 10 months ago, please confirm that the organisation described in the enclosed accounts is still trading.  Also supply a statement of turnover since the last set of published accounts.

	
	

	4.2.4
	If your organisation’s accounts and annual reports are consolidated into those of your parent company or group, then for each of the last two years please provide for your organisation, your organisation’s turnover, profit before tax and net assets.

	
	

	4.2.5
	Are there any outstanding claims or litigation against your organisation with regard to systems and / or service delivery? If yes, please give details.

	
	

	4.2.6
	Please supply your VAT registration number if applicable.

	
	



[bookmark: _Toc336549717][bookmark: _Toc346048795][bookmark: _Toc465862684]4.3 Equal Opportunities

LV expects all suppliers and providers to operate within its Equal Opportunity Policy.



All organisations should attempt to answer each of the following questions. Organisations from outside the UK should substitute where relevant, the appropriate legislation / Codes of Practice etc. which are applicable within their domestic jurisdiction.

	4.3.1
	Is it your policy as an employer to comply with your statutory obligations under the Equality Act 2010 and, accordingly, your practice not to treat one group of people less favourably than others in matters of:
· Employment
· Service delivery
*Please enclose a copy of your Equal Opportunities Policy

	
	

	4.3.2
	In the last three years, has any finding of unlawful discrimination been made against your Organisation by any court of law or industrial tribunal? 

	
	

	4.3.3
	In the last three years has your Organisation been the subject of formal investigation on grounds of alleged unlawful discrimination by The Commission for Equality and Human Rights or any other commission?

	
	

	4.3.4
	If the answer to 4.3.2 is or 4.3.3 is yes what steps did you take in consequence of that finding?

	
	

	4.3.5
	Is your policy set out :-

	4.3.5.1
	In instructions to those concerned with recruitment, training and promotion?

	
	

	4.3.5.2
	In documents available to employees, recognised trade unions or other representative groups of employees?

	
	

	4.3.5.3
	In recruitment advertisements or other literature?

	
	

	4.3.6
	Please provide evidence of how your Equal Opportunities Policy is incorporated into the working practices of your organisation, and how they benefit employees and service users.

Evidence might include but is not limited to:-
· workforce monitoring
· training plans
· staff forums
· management development programme
· consultation with employees and service users or clients
· trade union involvement
· fair recruitment and selection process 
· how vacancies are advertised
*Please enclose copies of any relevant documents 

	
	



[bookmark: _Toc336549719][bookmark: _Toc346048797][bookmark: _Toc465862685]
4.4 Professional Conduct

	4.4.1
	Has your Organisation or proposed partners or any employee within these organisations who would be working on this contract, committed a criminal offence relating to the conduct of your business or profession? If so please provide details.

	
	

	4.4.2
	Is your Organisation or are your proposed partners currently involved with any legal proceedings (including Arbitration or any other form of alternative dispute resolution) with any other organisations including local authorities? If so please provide details.

	
	

	4.4.3
	Are there any issues, current or likely, in relation to your Organisation or proposed partners that may give rise to any conflict of interest? If so please provide details.

	
	





[bookmark: _Toc373411692][bookmark: _Toc465862686]4.5 Social Aspects (including diversity, disability and CSR)
	4.5.1
	Please show what approach you have taken to ensure sustainability through the active involvement in Corporate Social Responsibility on a project of comparable scale and relevance.

	
	

	4.5.2
	Please provide your Company’s CSR Statement or equivalent.

	
	



[bookmark: _Toc373411693][bookmark: _Toc465862687]4.6 Environment
	4.6.1
	Are you accredited to ISO 14001?

	
	

	4.6.3
	Please provide your Company’s environmental Statement or policy or equivalent.

	
	







[bookmark: _Toc465862688]5. Additional Information

Tenderers are invited to provide any additional information in support of their offer. This may include references to any section previously covered, or further information which may be of interest to LV, such as awards, memberships, accreditations or, importantly, different or innovative ways of providing the service and achieving LVs objectives.
It would be helpful to include references to current arrangements, expanding on any possible developments, including the impact on your company and ultimately LV.

[bookmark: _Toc465862689]
Appendix 1 – Terms & Conditions
This appendix contains the terms of LV’s standard Terms & Conditions for services under a framework agreement. 


By submitting a tender response, the Tenderer is agreeing to be bound by the terms of this ITT and the agreements save as in relation to those areas of the agreements specifically highlighted in the response to Appendix 2.  As such, if the terms of the agreements render proposals in the Tenderer’s tender unworkable, the Tenderer must submit full details of the unworkable/unacceptable provisions within the Agreement by completing the Legal Comments Table attached at Appendix 2. 

Following receipt of this response, LV will consider whether any amendment to the Agreement is required. Any amendments will be published through a Clarifications Log and will apply to all Tenderers. Where both the amendment and the original drafting are acceptable and workable to LV, LV will publish the amendment as an alternative to the original drafting. In this case, Tenderer’s should indicate if they prefer the amendment; otherwise the original drafting will apply. Any amendments which are proposed, but not approved by LV through this process, will not be acceptable and may be construed as a rejection of the terms of the Agreement leading to the disqualification of the tender.









[bookmark: _Toc336549725][bookmark: _Toc465862690]
Appendix 2 – Legal Comments Table
	

		Clause/Paragraph /Schedule

	Summary of Issue
	Suggested Revisions

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	







[bookmark: _Toc465862691]
Appendix 3 – Location, sizes and styles of the current estate

	Banners

	Various Liverpool locations



	Welcome signage - North Liverpool (double sided unless stated otherwise)
	size

	Great Howard St / Paisley St (Leeds St river end), (single-sided)
	4500 x 3000mm

	Commercial Road / Pansy Street
	4500 x 3000mm

	Everton Valley (on left going up Valley)
	4500 x 3000mm

	Kirkdale Road (bottom of Everton Valley by the Pitz)
	4500 x 3000mm

	Lambeth Road / Stanley Road
	4500 x 3000mm

	Breck Road / Larch Lea
	4500 x 3000mm

	Leeds Street / Vauxhall Road
	4500 x 3000mm

	Erskine Street / Shaw Street
	4500 x 3000mm

	Scotland Road (outbound)
	4500 x 3000mm

	Scotland Road (inbound)
	4500 x 3000mm

	Commercial Road / Stanley Road, (single-sided)
	4500 x 3000mm



	Gateway Signs
	size

	M62       
	4050 x 1000mm

	Speke Boulevard       
	2440 x 600mm

	East Lancashire Road          
	3000 x 600mm

	Warbreck Moor
	2300 x 600mm

	Derby Road
	2300 x 600mm

	Birkenhead Tunnel
	2100 x 600mm

	East Prescot Road
	3000 x 600mm

	Liverpool John Lennon 
	2440 x 600mm

	Hall Lane
	2300 x 600mm




Flag Poles
94 x flag poles available for Cultural partners (48 city centre, 38 arterial routes plus 8 on Scotland Road usually reserved for general city messaging e.g. #itsliverpool)
· 3 x Church St 
· 6 x Clayton Sq 
· 5 x Dawson St
· 6 x Derby Sq
· 4 x Islington
· 8 x Pier Head
· 8 x The Strand
· 4 x Whitechapel
· 4 x Williamson Sq
· 32 x Edge Lane 
· 6 x Speke Rd
· 8 x Scotland Road 

Welcome North Liverpool
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Gateway examples
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Flag examples
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Sites of Gateway and Welcome Signs

[image: ]




Liverpool Convention Bureau Flags at ACC

22 flagpoles are in a prominent position on Kings Dock; they are approx. 6 m in height.
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Equal Opportunities Policy - June 2015.docx
Liverpool Vision’s Equality Opportunities and Dignity at Work Policy.

Equal Opportunities



Policy statement

Liverpool Vision is committed to providing equal opportunities in employment and to

avoiding unlawful discrimination in employment and against customers.

This policy is intended to assist the organisation to put this commitment into practice.

Compliance with this policy should also ensure that employees do not commit unlawful

acts of discrimination.

Striving to ensure that the work environment is free of harassment and bullying and that

everyone is treated with dignity and respect is an important aspect of ensuring equal

opportunities in employment. The organisation has a separate dignity at work policy, which

deals with these issues.



Scope

This policy applies to all workers in Liverpool Vision.

The organisation has a separate dignity at work policy concerning issues of bullying and

harassment on any ground, and how complaints of this type will be dealt with.



The law

Liverpool Vision is committed to compliance with the requirements of the Equality Act 2010

which makes it unlawful to discriminate directly or indirectly in recruitment or employment

because of age, disability, sex, gender reassignment, pregnancy, maternity, race (which

includes colour, nationality and ethnic or national origins), sexual orientation, religion or

belief, or because someone is married or in a civil partnership. These are known as

"protected characteristics".



Definitions - types of unlawful discrimination

Direct discrimination is where a person is treated less favourably than another because

of a protected characteristic.

Indirect discrimination is where a provision, criterion or practice is applied that is

discriminatory in relation to individuals who have a relevant protected characteristic such

that it would be to the detriment of people who share that protected characteristic

compared with people who do not.

Harassment is where there is unwanted conduct, related to one of the protected

characteristics that has the purpose or effect of violating a person's dignity or creating an

intimidating, hostile, degrading, humiliating or offensive environment. It does not matter

whether or not this effect was intended by the person responsible for the conduct.

Associative discrimination is where an individual is directly discriminated against or

harassed for association with another individual who has a protected characteristic.
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Equal Opportunities

Perceptive discrimination is where an individual is directly discriminated against or

harassed based on a perception that he/she has a particular protected characteristic when

he/she does not, in fact, have that protected characteristic.

Victimisation occurs where an employee is subjected to a detriment because he/she made

or supported a complaint or raised a grievance, or because he/she is suspected of doing

so.



Equal opportunities in employment

Liverpool Vision will avoid unlawful discrimination in all aspects of employment including

recruitment, promotion, opportunities for training, pay and benefits, discipline and

selection for redundancy.

Job descriptions will be limited to those requirements that are necessary for the effective

performance of the job. Candidates for employment or promotion will be assessed

objectively against the requirements for the job, taking account of any reasonable

adjustments that may be required for candidates with a disability. Disability and personal

or home commitments will not form the basis of employment decisions except where

necessary and justifiable.

The organisation will consider any possible indirectly discriminatory effect of its standard

working practices, including the number of hours to be worked, the times at which these

are to be worked and the place at which work is to be done. When considering requests for

variations to standard working practices the Liverpool Vision will refuse requests only if

there are good reasons for doing so, unrelated to any protected characteristic, and will make

reasonable adjustments to its standard working practices to overcome barriers caused by

disability.



Equal opportunities monitoring

Liverpool Vision will monitor the composition of the existing workforce and will consider

and take any appropriate action to address any problems that may be identified as a result

of the monitoring process.

Information provided by job applicants and employees for monitoring purposes will be

used only for these purposes and will be dealt with in accordance with the Data Protection

Act 1998.

Employee responsibilities

Every employee is required to assist the organisation to meet its commitment to provide

equal opportunities in employment and avoid unlawful discrimination.

Employees can be held personally liable as well as, or instead of, the organisation for any

act of unlawful discrimination.

3

Equal Opportunities

Acts of discrimination against employees or customers are disciplinary offences and will be

dealt with under the organisation's disciplinary procedure and could lead to dismissal.

Working with suppliers, contractors and consultants

Liverpool Vision expects other organisations with whom it works or from whom it procures

supplies or services to adhere to this policy. Where appropriate, Liverpool Vision will set

specific requirements on equality and diversity as a criterion for award of work or contracts

and a condition of doing business.

Grievances

Any employee who believes that he/she has been unlawfully discriminated against should

use the organisation's grievance procedure to make a complaint.

Liverpool Vision will take any complaint seriously and will seek to resolve any grievance that

is raised. No employee will be penalised for raising a grievance, even if the grievance is not

upheld, unless the complaint is both untrue and made in bad faith.

This policy will be reviewed on a regular basis and will be revised to comply with UK and

European legislation and best practice.




Dignity at Work



Policy statement

Liverpool Vision is committed to creating a work environment free of harassment and

bullying, where everyone is treated with dignity and respect. Bullying, harassment and

victimisation of any kind will not be tolerated. This policy is designed to support employees

to help combat harassment and bullying in the workplace.



The scope of this policy

This policy covers bullying and harassment of and by managers, employees, contractors,

agency staff and anyone else engaged to work at the organisation, whether by direct

contract with the organisation or otherwise. The policy covers bullying and harassment in

the workplace and in any work-related setting outside the workplace, e.g. business trips

and work-related social events.



Definitions

Bullying is offensive, intimidating, malicious or insulting behaviour, and/or abuse or

misuse of power that is meant to undermine, humiliate or injure the person on the

receiving end.

Harassment is unwanted conduct related to relevant protected characteristics, which are

sex, gender reassignment, race (which includes colour, nationality and ethnic or national

origins), disability, sexual orientation, religion or belief and age, that:

• has the purpose of violating a person's dignity or creating an intimidating, hostile,

degrading, humiliating or offensive environment for that person; or

• is reasonably considered by that person to have the effect of violating his/her

dignity or of creating an intimidating, hostile, degrading, humiliating or offensive

environment for him/her, even if this effect was not intended by the person

responsible for the conduct.

Harassment may also occur where a person engages in unwanted conduct towards

another because he/she perceives that the recipient has a protected characteristic or

because of association with another person has, or is perceived to have a protected

characteristic.



Examples of bullying or harassment

Bullying and harassment may be misconduct that is physical, verbal or non-verbal, e.g. by

letter or email (so-called "flame-mail") or by social media (so-called “cyber-bullying”).

Examples of unacceptable behaviour that are covered by this policy include (but are not

limited to):

• physical conduct ranging from unwelcome touching to serious assault;
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• unwelcome sexual advances;

• the offer of rewards for going along with sexual advances, e.g. promotion or access

to training;

• threats for rejecting sexual advances including suggestions that refusing advances

will adversely affect the employee's employment, evaluation, pay, advancement,

assigned work, or any other condition of employment or career development;

• demeaning comments about a person's appearance;

• unwelcome jokes or comments of a sexual or racial nature or about an individual's

age, disability, sexual orientation or religion;

• questions about a person's sex life;

• unwanted nicknames related to a person's age, race or disability;

• the use of obscene gestures;

• excluding an individual because he/she is associated or connected with someone

with a protected characteristic;

• ignoring an individual because he/she is perceived to have a protected

characteristic when he/she does not, in fact, have the protected characteristic;

• the open display of pictures or objects with sexual or racial overtones, even if not

directed at any particular person;

• spreading malicious rumours or insulting someone;

• picking on someone or setting him/her up to fail;

• making threats or comments about someone's job security without good reason;

• ridiculing someone;

• isolation or non-cooperation at work; and

• excluding someone from social activities.

Victimisation is subjecting a person to a detriment because he/she has, in good faith,

complained (whether formally or otherwise) that someone has been bullying or harassing

him/her or someone else, or supported someone to make a complaint or given evidence

in relation to a complaint.



General

Bullying and harassment can have very serious consequences for individuals and the

organisation’s reputation. Bullying and harassment may make people unhappy, may cause

them stress and affect their health and family and social relationships, may affect their work

performance and could cause them to leave their job. Severe cases of harassment and

bullying can even lead to mental illness.

Section 3
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Everyone has the right to decide what behaviour is acceptable to him/her and to have

his/her feelings respected by others.

Liverpool Vision will not tolerate bullying and harassment of any kind. All allegations of

bullying and harassment will be investigated and, if appropriate, disciplinary action will be

taken. The organisation will also not tolerate victimisation of a person for making allegations

of bullying or harassment in good faith or supporting someone to make such a complaint.



Informal procedure

If an employee believes that he/she is being bullied or harassed, he/she should make

attempts to resolve the matter informally, in the first instance. The alleged bully/harasser

may not know that his/her behaviour is unwelcome or upsetting. An informal discussion

may help him/her to understand the effects of his/her behaviour and agree to change it. If

the employee feels unable to approach the person himself/herself he/she may seek the

help of a colleague, manager or HR who may support the employee to approach the

bully/harasser. Alternatively, an initial approach could be made on the employee’s behalf

by one of these people. The alleged bully/harasser should be told the behaviour that is

found to be offensive and unwelcome, and asked to stop it immediately. The employee or

his/her companion may want to add that, if the behaviour continues, a formal complaint

will be made.

The employee should keep a note of the date and what was said and done. This will be

useful evidence if the unacceptable behaviour continues and a formal complaint is raised.



Formal procedure

If an informal approach does not resolve matters, or the employee thinks the situation is

too serious to be dealt with informally, he/she can make a formal complaint by using the

organisation's grievance procedure. The organisation will ensure that the employee can

bring the complaint in the first instance to someone of his/her own sex if necessary.

In very serious cases, a criminal offence may have been committed and the employee may

wish to report matters to the police. A director or HR will arrange for the employee to be

accompanied to make a complaint to the police, if required.

The company will treat complaints of bullying and harassment sensitively and maintain

confidentiality to the maximum extent possible. Investigation of allegations will normally

require limited disclosure on a "need to know" basis. For example, the complainant’s identity

and the nature of the allegations must be revealed to the person who is complained about,

so he/she is able to respond to the allegations. Some details may also have to be given to

potential witnesses but the importance of confidentiality will be emphasised.
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Investigation

All complaints will be investigated promptly and the employee will be kept informed of the

general progress of the grievance. Wherever possible, the organisation will try to ensure

that the complainant and the alleged harasser are not required to work together while the

complaint is under investigation. In exceptional cases, this may involve giving the option

of remaining at home on special leave, if appropriate. In serious cases, if gross misconduct

is suspected, the alleged harasser may be suspended while investigation and any

disciplinary proceedings are underway.



Decision following investigation

The organisation will decide on a balance of probabilities, after considering all available evidence,

whether or not harassment or bullying has occurred. If appropriate, disciplinary proceedings

will be brought against the alleged harasser under the company’s disciplinary procedures.

If the employee’s complaint is upheld, and the person found to have bullied or harassed

remains in the organisation's employment, every effort will be made to ensure that, if

possible, the complainant does not have to continue to work alongside the harasser.

Options will be discussed with both parties and may include the transfer of the harasser or

complainant (if he/she wishes), to be transferred to another post.

If the employee’s complaint is not upheld, every effort will be made to support the

complainant, the alleged harasser and the line manager in making arrangements for the

continuation or resumption of working together and to help repair working relationships.

This may involve using the services of a mediator.

The complainant has a right not to be victimised for making a complaint in good faith, even

if the complaint is not upheld.



Preventing bullying and harassment

All employees have a responsibility to help create and maintain a work environment free

of bullying and harassment. This can be by:

• being aware of how his/her behaviour may affect others and changing it, if

necessary;

• treating colleagues with dignity and respect;

• taking a stand if inappropriate jokes or comments are being made;

• making it clear to others when their behaviour unacceptable, unless it should be

obvious in advance that this would be the case;

• intervening, if possible, to stop harassment or bullying and giving support to

recipients;

• making it clear that harassment and bullying unacceptable;

Section 3
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• reporting harassment or bullying to the line manager and supporting the

organisation in the investigation of complaints; and

• if a complaint of harassment or bullying is made, not prejudging or victimising the

complainant or alleged harasser.



Being accused of bullying and/or harassment

If an individual is approached informally about his/her behaviour, the complaint must be

taken seriously, bearing in mind that different people find different things acceptable and

everyone has the right to decide what behaviour is acceptable to him/her and to have

his/her feelings respected by others. Offence may have been unintentionally caused. If that

is the case, the person concerned may be content with an explanation and an apology and

an assurance that better care will be taken in the future not to behave in a way that you

may cause offence. Provided that the behaviour that has caused offence has ceased, that

may well be the end of the matter.

If a formal complaint is made about an employee’s behaviour, this will be fully investigated

and the organisation may bring disciplinary proceedings, if appropriate. The organisation

will follow its disciplinary procedure and the alleged bully or harasser will have the rights

set out in that procedure.

The procedure will be implemented at the appropriate stage for the seriousness of the

allegation. Complaints of bullying and harassment will often be allegations of gross

misconduct that, if proved, could lead to dismissal without notice.

The organisation will treat complaints of bullying and harassment sensitively and maintain

confidentiality to the maximum extent possible. Investigation of allegations and future

management of risk, if complaints are upheld, will normally require limited disclosure on a

"need to know" basis. For example, some details may have to be given to potential witnesses

but the importance of confidentiality will be emphasised to them.



Mediation

If both parties agree, using the services of an independent mediator may help the parties

to reach an agreement about the best way the relationship can be managed. All parties

who agree to mediation agree to be bound by confidentiality.



Making this policy work

Liverpool Vision will provide training to all existing and new employees to help them

understand their rights and responsibilities under this policy and what they can do to help

create a working environment free of bullying and harassment.

The organisation will review the outcomes of cases where complaints of bullying and

harassment have been made to check that the proper procedures have been followed and to

identify any points that can be learned from those cases and implement any necessary changes.
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Criminal offence

Bullying or harassment will constitute unlawful discrimination where it relates to one of the

protected characteristics, which are sex, gender reassignment, race (which includes colour,

nationality and ethnic or national origins), disability, sexual orientation, religion or belief

and age. Serious bullying or harassment may amount to other civil or criminal offences, e.g.

a civil offence under the Protection from Harassment Act 1997 and criminal offences of

assault. A single incident can be harassment if it is sufficiently serious.

Employees found guilty of harassment could be personally liable to pay compensation in

legal claims, and may find their own family and social relationships are adversely affected.



Third party bullying and harassment

If the complainant or alleged bully or harasser is not employed by Liverpool Vision, e.g. if

the worker's contract is with an agency, this policy will apply with any necessary

modifications such as that Liverpool Vision could not dismiss the worker but would instead

require the agency to remove the worker, if appropriate, after investigation and disciplinary

proceedings.

There may also be circumstances in which an employee is subjected to unwanted conduct

from a third party, such as a client or customer. If an employee feels that he/she has been

bullied or harassed by customers, suppliers, vendors or visitors, he/she should report any

such behaviour to his/her line manager who will take appropriate action. Bullying or

harassment of customers, suppliers, vendors or visitors or others will be dealt with through

the disciplinary procedure.

This policy will be revised on a regular basis to ensure compliance with UK and European

Legislation and best practice.
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Equal Opportunities



 



 



Policy statement



 



Liverpool Vision is committed to providing equal opportunities in employment and to



 



avoiding unlawful discrimination in employment and against customers.



 



This policy is intended to assist the organisation to put this 



commitment into practice.



 



Compliance with this policy should also ensure that employees do not commit unlawful



 



acts of discrimination.



 



Striving to ensure that the work environment is free of harassment and bullying and that



 



everyone is treated with dignity



 



and respect is an important aspect of ensuring equal



 



opportunities in employment. The organisation has a separate dignity at work policy, which



 



deals with these issues.



 



 



Scope



 



This policy applies to all workers in Liverpool Vision.



 



The organisation has a 



separate dignity at work policy concerning issues of bullying and



 



harassment on any ground, and how complaints of this type will be dealt with.



 



 



The law



 



Liverpool Vision is committed to compliance with the requirements of the Equality Act 2010



 



which makes 



it unlawful to discriminate directly or indirectly in recruitment or employment



 



because of age, disability, sex, gender reassignment, pregnancy, maternity, race (which



 



includes colour, nationality and ethnic or national origins), sexual orientation, religi



on or



 



belief, or because someone is married or in a civil partnership. These are known as



 



"protected characteristics".



 



 



Definitions 



-



 



types of unlawful discrimination



 



Direct discrimination 



is where a person is treated less favourably than another because



 



of a protected characteristic.



 



Indirect discrimination 



is where a provision, criterion or practice is applied that is



 



discriminatory in relation to individuals who have a relevant protected characteristic such



 



that it would be to the detriment of people wh



o share that protected characteristic



 



compared with people who do not.



 



Harassment 



is where there is unwanted conduct, related to one of the protected



 



characteristics that has the purpose or effect of violating a person's dignity or creating an



 



intimidating



, hostile, degrading, humiliating or offensive environment. It does not matter



 



whether or not this effect was intended by the person responsible for the conduct.



 



Associative discrimination 



is where an individual is directly discriminated against or



 



harasse



d for association with another individual who has a protected characteristic.
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[bookmark: _Toc330561531][bookmark: _Toc208827004][bookmark: _Ref209419342][bookmark: _Ref222285108][bookmark: _Toc330561532][bookmark: SCOPEOFFRAMEWORKAGREEMENT]

[bookmark: _GoBack]THIS AGREEMENT is made on                                            		           2016



BETWEEN



[LIVERPOOL VISION LIMITED] incorporated and registered in England and Wales with company number [NUMBER] whose registered office is at [REGISTERED OFFICE ADDRESS] (“Customer”).



[FULL COMPANY NAME] incorporated and registered in England and Wales with company number [NUMBER] whose registered office is at [REGISTERED OFFICE ADDRESS] (“Supplier”).



The Customer and the Supplier shall individually be referred to as a “party” and collectively as the “parties”.



BACKGROUND



[bookmark: a897948]The Supplier is an expert in the provision of services for [Insert].



[bookmark: a720411]In reliance on that expertise, the Customer wishes to appoint the Supplier to provide services under a framework agreement.



[bookmark: a698143]When the Customer requests services from the Supplier, and the Supplier is able to provide such services, the parties will enter into a separate contract for the supply of services in accordance with the provisions of this framework agreement (“Call Off Contract”) and in each case incorporating the conditions of contract contained in schedule 3 (Call Off Terms and Conditions) including any specific information required and set out in the Request for Services contained in schedule 4.

[bookmark: a659937]

Each Call Off Contract will incorporate the terms and conditions set out in this framework agreement.

  



IT IS HEREBY AGREED THAT in consideration of the payment of one pound (£1.00) by the Customer to the Supplier receipt of which the Supplier acknowledges:



1.  	Interpretation



	In this framework agreement and each Call Off Contract, the following rules apply: 



(a) Clause, schedule and paragraph headings shall not affect the interpretation of this framework agreement or any Call Off Contract. 

(b) A person includes a natural person, corporate or unincorporated body (whether or not having separate legal personality) and that person’s legal and personal representatives, successors and permitted assigns. 

(c) The schedules form part of this framework agreement and shall have effect as if set out in full in the body of this framework agreement and any reference to this framework agreement includes the schedules to it. 

(d) Words in the singular shall include the plural and vice versa.

(e) Any words following the terms including, include, in particular or any similar expression shall be construed as illustrative and shall not limit the sense of the words, description, definition, phrase or term preceding those terms.



2. 	Agreement Documents and Precedence



[bookmark: _Ref192499528]The following documents only (including their schedules and annexes, if any, and any further documents they incorporate by reference) shall together constitute a binding framework agreement:



this framework agreement

Schedule 2 - Call Off Order Procedure 

Schedule 3 - Contract Terms and Conditions 

Schedule 1 – Services and charges 

Schedule 4 – Request for Services	



In the event of any conflict or inconsistency between this framework agreement documents, they shall take precedence in the descending order in which they are shown in clause 2.



3.  	Scope of framework agreement



3.1	This framework agreement governs the overall relationship of the parties in relation to the Services provided by the Supplier to the Customer and sets out:



(a) 	in this clause 3 and schedule 2 (Call Off Ordering Procedure), the procedure for the Customer to request the provision of services from the Supplier under separate Call Off Contracts;

(b) 	in schedule 4 (Request for Services), the template form of request for services required and Supplier response; and

(c) 	in schedule 3 (Call Off Terms), the applicable terms and conditions that are deemed incorporated into each Call Off Contract.



In respect of this framework agreement, “services” means all services to be provided by the Supplier pursuant to a Call Off Contract and shall include all documents, products and materials developed by the Supplier as part of or in relation to the services in any form, including computer programs, data, reports and specifications (including drafts).



3.2	The Customer shall be entitled in its sole discretion and from time to time to request in writing the provision of any or all of the services contained in schedule 1 from the Supplier.



3.3	A Call Off Contract shall not enter into force, be legally binding or have any other effect unless:



(a) 	the Call Off Contract contains the information required by the template Call Off Contract at schedule 4;

(b) 	the Call Off Contract has been signed by the authorised representatives of both parties to it; and 

(c) 	as at the date the Call Off Contract is signed, this framework agreement has not terminated.



3.4	Each Call Off Contract:



shall be entered into by the Customer and the Supplier;

forms a separate contract between its signatories; and

shall incorporate the applicable terms and conditions annexed to this framework agreement at schedule 3. 



3.6	Any amendment to this framework agreement agreed by the Customer and the Supplier in accordance with clause 7 shall be deemed to apply to all future Call Off Contracts entered into after the date of such amendment.



3.7	The Supplier agrees and acknowledges that it has not entered into this framework agreement with the Customer in reliance upon any statement, estimate or forecast of the volume, monetary amount or duration of the services that may have been expressed or given in any communication from the Customer. The Supplier agrees and acknowledges that it is appointed by the Customer to provide the services under this framework agreement on the basis of a non-exclusive arrangement with no guarantee of any minimum award and further that the Customer may procure any services similar in nature to the services from the Supplier from any other person without the consent of or any liability whatsoever toward the Supplier. Accordingly, only such services as may be instructed by the Customer through a Call Off Contract in accordance with the procedure in this framework agreement shall constitute a commitment by or an obligation on the Customer. The Supplier shall not be entitled to recover any costs associated with any perceived reduction or shortfall in the services compared to any statements estimates or forecasts provided by the Customer.



4.	Commencement and term



This framework agreement shall commence on the [day, month, year] (the “Commencement Date”) and shall, unless terminated earlier in accordance with its terms or by law, continue in force until its expires x (x) years after the Commencement Date, unless it is extended by the Customer at its sole discretion by written notice to the Supplier by one further period of twelve (12) Months. 



5.	Termination



5.1	Without affecting any of its rights or remedies, either party to this framework agreement may terminate this framework agreement with immediate effect by giving written notice to the other party if: 



[bookmark: a542842](a)	the other party commits a material breach of any term of this framework agreement and (if such breach is remediable) fails to remedy that breach within a period of ten (10) working days after being notified in writing to do so. 

[bookmark: a523006](b) 	any of the events set out in clause 5.2 occur.



5.2	The following events constitute rights of termination for a party under clause 5:



[bookmark: a479740](a) 	the other party suspends, or threatens to suspend, payment of its debts or is unable to pay its debts as they fall due or admits inability to pay its debts or (being a company) is deemed unable to pay its debts within the meaning of section 123 of the Insolvency Act 1986; or

(b) 	the other party commences negotiations with all or any class of its creditors with a view to rescheduling any of its debts, or makes a proposal for or enters into any compromise or arrangement with its creditors; or

(c) 	a petition is filed, a notice is given, a resolution is passed, or an order is made, for or in connection with the winding up of that other party (being a company); or 

(d) 	an application is made to court, or an order is made, for the appointment of an administrator, or if a notice of intention to appoint an administrator is given or if an administrator is appointed, over the other party (being a company); or

(e) 	the holder of a qualifying floating charge over the assets of that other party (being a company) has become entitled to appoint or has appointed an administrative receiver; or 

(f) 	a person becomes entitled to appoint a receiver over the assets of the other party or a receiver is appointed over the assets of the other party; or

(g) 	a creditor or encumbrancer of the other party attaches or takes possession of, or a distress, execution, sequestration or other such process is levied or enforced on or sued against, the whole or any part of the other party's assets and such attachment or process is not discharged within fourteen (14) days; or 

(h) 	the other party suspends or ceases, or threatens to suspend or cease, carrying on all or a substantial part of its business; or 

(i)	there is a change of control of the other party (within the meaning of section 1124 of the Corporation Tax Act 2010). 



5.3	Without affecting any of its rights or remedies, the Customer may terminate this framework agreement on giving not less than one months’ written notice to the Supplier. 



[bookmark: a539503][bookmark: _Toc349640097]6. 	Consequences of termination



6.1	On termination of this framework agreement, howsoever arising, each Call Off Contract then in force at the date of such termination shall nevertheless continue in full force and effect for the remainder of the term of such Call Off Contract, unless earlier terminated in accordance with the terms of such Call Off Contract.



6.2	Termination of any Call Off Contract shall not affect any other Call Off Contract or this framework agreement.



6.3	On termination of this framework agreement:



(a)  	the accrued rights, remedies, obligations and liabilities of the parties as at termination shall not be affected, including the right to claim damages in respect of any breach of this framework agreement which existed at or before the date of termination; and



(b) 	clauses which expressly or by implication have effect after termination shall continue in full force and effect, including: clause 1 (Interpretation), clause 6 (Consequences of termination) and clause 15 (Governing law and jurisdiction).



[bookmark: a528090][bookmark: _Toc349640098]7.	Variation



No variation of this framework agreement shall be valid unless it is in writing and signed by, or on behalf of, each of the parties.



[bookmark: a799988][bookmark: _Toc349640099]8.	Waiver



A waiver of any right or remedy under this framework agreement is only effective if given in writing and shall not be deemed a waiver of any subsequent breach or default. A failure or delay by a party to this framework agreement to exercise any right or remedy provided under this framework agreement or by law shall not constitute a waiver of that or any other right or remedy, nor shall it preclude or restrict any further exercise of that or any other right or remedy. No single or partial exercise of any right or remedy provided under this framework agreement or by law shall preclude or restrict the further exercise of that or any other right or remedy.



[bookmark: a951800][bookmark: _Toc349640100]9.	Severance



9.1	If any court or competent authority finds that any provision of this framework agreement (or part of any provision) is invalid, illegal or unenforceable, that provision or part-provision shall, to the extent required, be deemed to be deleted, and the validity and enforceability of the other provisions of this framework agreement shall not be affected. 



9.2	If any invalid, unenforceable or illegal provision of this framework agreement would be valid, enforceable and legal if some part of it were deleted, the provision shall apply with the minimum modification necessary to make it legal, valid and enforceable.



[bookmark: a881896][bookmark: _Toc349640101]10.	Entire agreement



10.1	This framework agreement constitutes the entire agreement between the parties and supersedes and extinguishes all previous drafts, agreements, arrangements and understanding or agreement between them, whether written or oral, relating to its subject matter. 



10.2	Each party to this framework agreement acknowledges that, in entering into this framework agreement, it has not relied on, and shall have no right or remedy in respect of, any representation or warranty (whether made negligently or innocently) that is not set out in this framework agreement.



[bookmark: a193372][bookmark: _Toc349640102]11.	Assignment



The Supplier shall not, without the prior written consent of the Customer, assign, transfer, charge, mortgage, subcontract or deal in any other manner with all or any of its rights or obligations under this framework agreement. The Customer may, at any time, assign, transfer, charge, mortgage or deal in any other manner with all or any of its rights or obligations under this framework agreement.

[bookmark: a578402][bookmark: _Toc349640103]

12.	No partnership or agency



Nothing in this framework agreement is intended to, or shall operate to, create a partnership between its parties, or to authorise either party to act as agent for the other, and neither party to this framework agreement shall have authority to act in the name or on behalf of or otherwise to bind the other party in any way (including the making of any representation or warranty, the assumption of any obligation or liability and the exercise of any right or power). 



[bookmark: _Toc349640104][bookmark: a312189]13.	Third party rights 



A person who is not a party to this framework agreement shall not have any rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this framework agreement.



[bookmark: a757917][bookmark: _Toc349640105]14.	Notices



14.1	Any notice or other communication required to be given to a party under or in connection with this framework agreement shall be in writing and shall be delivered by hand or sent by pre-paid first-class post or next working day delivery service providing proof of delivery, at the address or fax number specified in this clause 0. The addresses for service of a notice under this framework agreement are as follows:



Supplier: 

address: [ADDRESS] 

for the attention of: [CONTACT]

fax number: [FAX NUMBER];



Customer:

address: [ADDRESS] 

for the attention of: [CONTACT]

fax number: [FAX NUMBER];



14.2	Any notice or communication shall be deemed to have been received if delivered by hand, on signature of a delivery receipt, or if sent by fax, at 9.00 am on the next working day after transmission, or otherwise at 9.00 am on the second working day after posting or at the time recorded by the delivery service.



14.3	This clause 14 does not apply to the service of any proceedings or other documents in any legal action or, where applicable, any other method of dispute resolution. A notice or other communication required to be given under or in connection with this framework agreement shall not be validly served if sent by e-mail.



[bookmark: a488516][bookmark: _Toc349640106]15.	Governing law and jurisdiction



15.1	This framework agreement, and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims), shall be governed by, and construed in accordance with, the law of England and Wales.



15.2	The parties to this framework agreement irrevocably agree that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with this framework agreement or its subject matter or formation (including non-contractual disputes or claims). 





IN WITNESS WHEREOF the parties have caused this framework agreement to be signed by their duly authorised representatives.





Signed for and on behalf of

Liverpool Vision Limited









.........................................………….....



Name:	......................................



Position:	......................................





Signed for and on behalf of

[…] Limited









.........................................………….....



Name:	......................................



Position:	......................................








SCHEDULE 1 



SERVICES



Part 1 - Services





[INSERT]







Part 2 – Charges



[INSERT]








SCHEDULE 2



CALL OFF ORDERING PROCEDURE



Suppliers who are successfully in being awarded a framework agreement shall provide any service (Schedule 1) under the Customer’s standard terms and conditions for services as contained in Schedule 3.



Awards under the Framework Agreement 



3. Accessing this framework agreement



3.1 Customer can place orders under this framework agreement through using one of the following options; Direct Call Off or Further Competition.



3.2 Direct Call Off [Part A]



3.2.1 The direct award route can be applied if the customer determines that there is only one supplier capable of meeting the customer’s particular requirement;



Or



If LV can determine that: 



3.2.2 based on the information available to the Customer that a specific Framework Supplier provides the most economically advantageous solution in respect of the Customer’s Requirements; and 



3.2.3 all of the terms of the proposed contract as laid down in this framework agreement and the Call Off Terms do not require amendment or any supplementary terms and conditions; 



Then the Customer may place a purchase order in accordance with the Direct Ordering Procedure s



3.2.4 Where a more complex specification of requirement is used and it is not easy to establish if that need can be met from more than one supplier then the Further Competition route must be used (see section 3.3).



3.3 Using Further Competitions [Part B]



3.3.1 It is recognised that customer requirements can vary considerably; therefore the Customer can provide more detailed information regarding their particular requirements and this level of detail will enable the suppliers to then tender for that specific set of requirements.



3.3.2 The purpose is to allow the Customer to re-open competitions between the framework agreement suppliers where they need to specify their requirement more precisely than is provided for under the overall terms of this framework agreement.



3.3.4 The new terms must not, however, substantially change those laid down in this framework agreement and the standard Terms & Conditions for Services



PART A - Direct Call Off 



Where the terms laid down in the Framework agreement are sufficiently precise to cover the particular requirement, a call-off may be awarded without reopening competition. 



Customer shall:

1.1.1 identify the relevant Services Lot which its requirements fall into; 

1.1.2 apply the Award Criteria to the information 

1.1.3 award its requirement to the Supplier who obtains the highest score using the ITT Award Criteria;

1.1.4 place an Order with the successful Supplier which:

(a) states the Services requirements;

(b) identifies the Services Framework Lot in which the award is made;

(c) states the price payable for the Services requirements in accordance with the prices supplied under the ITT; and

(d) incorporates the Call-Off Terms and Conditions.



PART B - Competed Services (Awards following Mini-Competitions)



Where a mini-competition is required, the individual opportunity for a call off will be provided to you in the form of a short brief, which will give a designated amount of time to respond and a budget cap. Evaluation and selection of the successful supplier under the mini-competition will be substantially based on the award criteria in the ITT, but will aim to establish Value for Money and therefore weightings between the specific criteria may vary as necessary.

LV Shall:

1. identify the relevant Services Lot which its requirements fall into; 

1.1.6 identify the Suppliers capable of performing the services for the requirements;

1.1.7 invite responses by conducting a mini-competition for its Services by issuing a completed Request for Services form (Schedule 4, Part 1) and

(a) invite Suppliers within a specified time limit to submit a tender in writing for each specific contract to be awarded;

(b) set a time limit for the receipt by it of the tenders which takes into account factors such as the complexity of the subject matter of the contract and the time needed to submit tenders; and

(c) keep each response confidential until the expiry of the time limit for the receipt by it of tenders;

1.1.4	Supplier shall complete 	Part 2 of Schedule 4 in response and within the stipulated timeframe and acknowledges that responses received after this date will not be considered.

7.3.4	Customer will apply the Award Criteria as contained in the Request for Services to the Suppliers' Service Proposals submitted through the mini-competition as the basis of its decision to award a Call-Off Contract for its Services requirements; and 

7.3.5	place an Order with the successful Supplier which:-

7. states the requirements;

(e) states the price payable in accordance with the completed Service Proposal submitted by the successful Supplier; and

(f) incorporates the Call-Off Terms and Conditions applicable to that Suppliers Lot as modified by the Request for Services and completed Service Proposals.

1.2 The Supplier agrees that all Service Proposals submitted by the Supplier in relation to a mini‑competition held pursuant to this clause shall remain open for acceptance for thirty (30) days (or such other period specified in the invitation to tender issued by the Customer).

1.3 Notwithstanding the fact that the Customer has followed the procedure set out above in this framework agreement, Customer shall be entitled at all times to decline to make an award. Nothing in this framework agreement shall oblige Customer to place any Order.






SCHEDULE 3



CALL OFF TERMS AND CONDITIONS



All orders placed under this Framework Agreement shall be subject to the terms and conditions as contained in the Invitation to Tender Supply Framework for [INSERT] issued by Liverpool Vision Ltd on the [INSERT] and as amended by variations contained in individual Request for Services.










SCHEDULE 4



REQUEST FOR SERVICES TEMPLATE



Section 1 – Request for services (To Be Completed/Deleted by relevant Customer staff)



		Title:

		

		Date:

			



		LV Contact:

		

		Location:

		



		Framework Agreement

		[INSERT]

		Description:

		



		Telephone:

		

		Email:

		



		Reference No.

		

		If ERDF Funding Applies

		



		Response required by

		

		

		



		Scope of Work Required:

		Please see Brief, a proposal is required which clearly sets out the method to be adopted to provide the Services set out in the Brief; the personnel involved and their hourly/daily rates.



		Conditions of Request for Services and Engagement

		1. The terms and conditions contained in the Framework Agreement for [INSERT], including its Schedules, and proposals must be submitted on this basis.

2. Any proposal received after the date and time indicated for receipt of proposals will not be considered nor shall any alteration to the proposal

3. Liverpool Vision does not bind itself to accept the lowest proposal or any proposal and will not be liable for any expense in the preparation thereof





		The following special terms and conditions will apply 

		1. If this work is funded by the ERDF then ERDF funding rules require all documentation relating to the Framework Agreement and all call-off contracts to be kept for 3 years after the final payment made on the programme and at present this is likely to be until at least 2025. LV may require such documentation for audit purposes and can request this from the Supplier at its sole discretion.

2. If this work is funded by the ERDF then the Supplier is required to conform to ERDF requirements on branding and marketing guidelines.



		Evaluation Criteria and Weightings

		



		Variations

		LV, by way of addition omission substitution or other amendment, may instruct a variation to the Services from time to time in writing to the Supplier, provided always that any such variation shall be relevant to the Services. Where LV requires a variation to the Services the Supplier shall as soon as is reasonably practicable notify LV of the likely impact (if any) of the variation on the Services both in terms of the additional or reduced fees and time to complete the Services. The Supplier shall not be required to commence the varied Services until such time as LV has given their written approval of the fees and additional time associated with the varied Services. The Supplier shall use reasonable endeavours to minimise the adverse effect of any variation upon the Services. 



		TBC

		Service Commencement Date:

		



		

		Expected Service Completion Date:

		



		Brief (Specific Service Requirements)

		USER TO INSERT SERVICE SPECIFIC REQUIREMENTS





Section 2 – Service Proposal (To Be Completed by the Supplier)

		Supplier Contact:

		

		Date:

			/	/



		Tel:

		

		Email:

		



		Can the Scope of the work, as specified above be met?

		Yes / No *

		Can service start and finish on the specified dates?

		Yes / No *



		If no please specify dates:

		Commencement Date: 



		

		Completion Date: 



		Schedule of Personnel



		Name

		Grade (as detailed in Framework)

		Position

		Qualifi-cation

		% of time on Project 

		£ / (hour or day)*

		CV?



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		If appropriate, please detail how you would provide the service, along with any other comments on the LV Service Enquiry:

		



		I/we having read the Brief for the proposed services and warrant that I/we are competent to carry out such a service and that I/we will allocate adequate and timely resource to it.

I/we do offer to carry out the whole of the services described within the Brief in accordance with the terms of the Framework Agreement (as varied by the terms of this Request for Services) for the capped fee set out in this table.  This fee remains valid for a period of 3 months



		Name (IN CAPS):

			



		Signed:

			



		Position in company:

			



		Date:

			





Please attach to this document any supporting documentation, including the CV’s of your staff where appropriate.



1



image1.jpeg

LIVERPOOL
\AIISION







image5.jpeg




image6.jpeg




image7.jpeg




image8.jpeg




image9.png




image10.png




image1.emf

image11.jpeg
MARKETING
LIVERPOOL

W28 oF LvespooL vision




