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Invitation to Quote
RSSB2018 – Staff Conference Marketing ProjectProject title


Deadline: 18th May 2016, 14:00































Dear Sir/Madam 

RSSB is pleased to invite you to submit a quotation to RSSB for the Staff Conference Marketing Project tender.

The following documents are enclosed which contain all the necessary information you need:

Please read instructions carefully:

1.0 Instructions 
2.0 The Specification
3.0 Evaluation Criteria 
4.0 Conditions of Contract



Your Quote should contain all the relevant information and comply with this request.
Quotations must be submitted to the undersigned by the date detailed in section 1.4 below.

Yours faithfully

Vikram Singh Gudra
Principal Procurement Business Partner

<<Enter Name
<<Enter Job Title
 







1.0	INSTRUCTIONS

1.1	INTRODUCTION TO THE REQUIREMENTS OF THE TENDER:
On 22 June RSSB Staff Conference will be held. As part of the activity needed to support the conference is updating the current RSSB collateral and positioning. 
The RSSB is looking to engage a Provider that can develop a marketing plan based around the evolved proposition that will be delivered internally to all RSSB staff members as well as expanded to include external RSSB stakeholders.
We are looking for Providers to put forward a plan of what they believe will be most suitable. 
The budget for this work is £100,000 maximum.

1.2 	Contact and RSSB Overview
RSSB REPRESENTATIVE
Your main point of contact is:  Vikram Singh Gudra
				           Sharedditt@RSSB.co.uk
Should you have any queries please email the Representative detailed above.
No approach should be made to any other person in connection with this document unless directed by the above.

1.3	RSSB OVERVIEW
RSSB provides research, analysis and insight across the interfaces of the rail system
RSSB provides technical expertise and understanding which spans the whole rail system. RSSB enables informed decisions, more effective collaboration and improved system inter-operability. This helps duty holders deliver a safer, more efficient and sustainable railway for the benefit of passengers and freight-users, workforce and public.


Our activities involve: 
· Understanding risk – Using safety intelligence from across the rail industry and elsewhere with the latest risk modelling to inform members and support safe decision making. 
· Guiding standards – Creating, reviewing and simplifying GB standards to align with European requirements; managing the Rule Book and making it easier for the railway to deliver efficiently and safely. 
· Managing research, development and innovation – Undertaking, commissioning and managing research and innovation programmes to address current needs, provide knowledge for decision making now and for the future, and promoting step changes to deliver the Rail Technical Strategy. 
· Collaborating to improve – As an independent cross-industry body with a critical mass of technical expertise, supporting activities which require collaboration. These range from supplier assurance schemes (RISQS, RISAS) to confidential reporting (CIRAS), from health and wellbeing strategies to sustainability principles. 
RSSB provides research, analysis and insight across the whole rail system. Our technical expertise and understanding spans all the interfaces in the rail system. Our work is evidence based and we are independent of any single interest. 
RSSB enables informed decisions, more effective collaboration and improved rail system inter-operability. This helps duty holders deliver a safer, more efficient and sustainable railway for the benefit of passengers and freight-users, workforce and public.
For more information go to www.rssb.co.uk 
BEST OVERALL VALUE
RSSB’s policy is to select suppliers that offer the best overall value for itself and its Members.  Price is only one component of overall value. Other factors considered include:  the management, strength of the company; ability to control costs; emphasis on providing a quality service; technical capabilities and abilities.

1.4	RESPONSE INSTRUCTIONS 

	Quotations to be submitted based on  the specification:
	Detailed in Section 2

	Quotation Closing Date:
	No later than 14:00hrs
18th May 2016

	Response:
	The response should be limited to 4 pages

	Quotations:
	To be sent by email to the RSSB Representative. The file size should be no more than 15MB.

	Please ensure you quote the RSSB reference number and title detailed on page 1



1.5       PROCESS AND PREPAARATION OF RESPONSES

1.5.1 The Supplier shall not enter in any agreement or arrangement with any third party which would in any way cause RSSB or its members to incur any financial obligations to the Supplier or any third party.

1.5.2 The Supplier shall not approach any RSSB employee, its Representative or its agents to discuss any aspects of the Quote. All communication should be conducted via the RSSB Representative detailed above.

1.5.3 The Supplier shall not canvass support for the award of the contract by approaching any employee of RSSB, its Representative or its agents.

1.5.4 The documents enclosed are to be accepted in their entirety.   No alteration will be allowed, unless notified and confirmed in writing by RSSB’s Representative before the date stated for the receipt of quotes. If any alteration is made or these instructions to Suppliers are not fully complied with the quote may be invalidated.

1.5.5 The conditions of contract included in this Invitation to Quote apply.  The Suppliers standard terms of business or trade will not be accepted.

1.5.6 Any requested changes to the conditions of contract must be detailed on the Contract Issues Memo document included for consideration. If this is not completed, it is assumed that the Supplier has accepted all terms and conditions detailed and no further changes will be accepted.

1.5.7 The Supplier shall be deemed to have satisfied itself as to the nature, extent and the content of the goods, services or works to be provided, the extent of staff required and all other matters, which may affect the quote.

1.5.8 All prices quoted to be GBP (unless otherwise requested in the Invitation to Quote) exclusive Value Added Tax and firm.

1.5.9 It is the Suppliers responsibility to ensure the Quote is correct at the time of submission.  No amendment to the Quote will be allowed after the due date. 

1.5.10 Any questions must be emailed to the main point of contact no less than five days before the return date. Note: questions/responses will be circulated anonymously to all Suppliers invited to quote.  

1.5.11 Quotes received after the closing date and time will not be considered.

1.5.12 RSSB’s Representative reserves the right to correct any omissions or inaccuracies in the Invitation to Quote and to clarify and/or amend any requirements, up to seven days before the return of quotes.

1.5.13 All information supplied by RSSB must be treated in confidence and not disclosed to third parties except insofar as this is necessary to obtain sureties or quotations required during the preparation of the Quotation.  All information provided by Suppliers will be treated in confidence except in stances where references may be sought.

1.6	PRICE QUOTATION

1.6.1	All prices quote are to be in sterling, exclusive of Value Added Tax and must be firm.

1.6.2	A full and comprehensive breakdown of all costs and expenses to provide the goods, services or works requested in this invitation to tender must be provided and all assumptions must be clearly stated.  

1.6.3 Failure to provide adequate detail may cause your tender to be judged non-compliant.

1.6.4 The construction of the price must be clear and easy to understand.  Where appropriate the use of tables to show pricing is preferred. 


1.7 PAYMENT SCHEDULE

1.7.1 A suitable invoicing schedule must be provided in the tender where applicable. 
1.7.2	For a firm fee, payment must be based on deliverables that must be accepted by the RSSB Manager before payment is released.





2.0 	SPECIFICATION
Service Description

The Successful Provider will deliver a marketing strategy for the RSSB including the Staff Conference. 

· An updated RSSB position / purpose
· Brochure or other collateral 
· Infographic to support explanation of RSSB role
· Other materials as deemed appropriate
· 

3.0	EVALUATION CRITERIA

Evaluation is 80% based on Quality, 20% based on Price. Any proposals that exceed the £100,000 budget will be excluded from the evaluation process. 
 
	Evaluation Criteria 
	Maximum Score 
	% Weighting (100%)

	1
	Please provide evidence of similar projects that your organisation has delivered in the form of 2 case studies. 
	5
	20%

	2
	Demonstrate previous experience of working within rail industry and strong understanding of market sector

	5
	20%

	3
	Your proposed marketing strategy. 
	5
	40%

	4
	Your proposed price quotation. 
The tender with the lowest total cost will receive 100% of the available weighted score (20%). Other Tenderer’s tenders will receive a pro-rated relative to the lowest cost according to the following formula:
Score of other tender = lowest tender total cost / other tender total cost x 100%.
	N/A
	20%

	Total Score
	
	100%



	Grade level 
	Grade
	Definition of grade

	Excellent
	5
	 

	
	
	A wholly excellent Tender Response that (where applicable):

	
	
	 

	
	
	a)     Addresses all aspects of the question in an informed and comprehensive manner;

	
	
	b)     Demonstrates a thorough understanding of what is being asked for;

	
	
	c)     Provides evidence of how that understanding can be applied in practice;

	
	
	d)     Offers full confidence that the Tenderer will deliver the service in full;

	
	
	e)     Addresses the majority of areas of doubt and uncertainty; and

	
	
	f)       Provides certain, unambiguous commitments or statements of intent that permit reliance through translation into contractual terms

	
	
	 

	Good
	4
	 

	
	
	A good Tender Response that (where applicable):

	
	
	 

	
	
	a)     Addresses all aspects of the question and is generally of a good standard;

	
	
	b)     Demonstrates a good understanding of what is being asked for;

	
	
	c)     Provides a worked-up methodical approach;

	
	
	d)     Offers confidence that the Tenderer will deliver the service in full with limited areas of doubt or uncertainty;

	
	
	e)     Addresses key areas of doubt and uncertainty; and

	
	
	f)       Provides commitments that can be translated well into contractual terms

	
	
	 

	Satisfactory 
	3
	 

	
	
	A satisfactory Tender Response that (where applicable):

	
	
	

	
	
	a)     Addresses the majority of the question and is generally of a good standard but lacks substance or detail in some areas;

	
	
	b)     Demonstrates an understanding of what is being asked for;

	
	
	c)     Provides a satisfactory approach;

	
	
	d)     Offers a general level of confidence that the Tenderer will deliver the service (but with room for doubt in some areas);

	
	
	e)     Address some areas of doubt and uncertainty; and

	
	
	f)       Provides some commitments that can be translated well into contractual terms.

	Weak 
	2
	 

	
	
	A  Tender Response that (where applicable):

	
	
	 

	
	
	a)     Addresses some of the question but either lacks relevant information and detail or lacks substance in a manner that would suggest the response is a “model answer”;

	
	
	b)     Demonstrates some understanding but with a lack of clarity in key areas;

	
	
	c)     Provides an approach which is not wholly appropriate or viable or lacks evidence;

	
	
	d)     Shows that the level of confidence that the supplier can deliver does not outweigh the doubt;

	
	
	e)     Does not address many areas of doubt and uncertainty; and

	
	
	f)       Does not offer sufficient commitment (with doubt as to the extent to which would translate into contractual terms)

	Unacceptable
	1
	 

	
	
	A generally unsatisfactory Tenderer response that (where applicable):

	
	
	 

	
	
	a)     Does not address the question or has omissions;

	
	
	b)     Lacks understanding in significant areas:

	
	
	c)     Provides an approach which has gaps or creates concerns;

	
	
	d)     Shows that the level of confidence that the supplier can deliver is low;

	
	
	e)     Creates uncertainty; and

	
	
	f)       Displays significant lack of commitment (with doubt as to the extent to which would translate into contractual terms)

	Mandatory Fail
	0
	 

	
	
	A wholly unsatisfactory Tenderer response that (where applicable):

	
	
	 

	
	
	a)     Provides no response or omissions/oversights that prevent scoring;

	
	
	b)     Refuses to deliver the requirement; and

	
	
	c)     Creates concerns so significant that the response would be detrimental to the interests of the RSSB





4.0	Conditions of Contract

All goods and services provided by third parties to RSSB are governed under our terms and conditions. These are attached as a separate document.
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