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OPEN TENDER 
[bookmark: _Ref305418228]RSSB INVITATION TO TENDER FOR THE PROVISION OF: RSSB_1960 RED PROGRAMME
Deadline: 2nd November 2015 at 12 noon 
ITT Reference: RSSB_1960/15/COMMS










Tender Documents

1.1	Tenders shall be submitted in accordance with the following instructions.  It is important that all the information requested is provided in the format and order specified.  If the Tenderer does not provide all of the information RSSB has requested within the tender pack, RSSB may reject the tender as non-compliant.

1.2	Tenderers must obtain for themselves, at their own responsibility and expense, all information necessary for the preparation of their tender.  Tenderers are solely responsible for any costs and expenses in connection with the preparation and submission of their Tender, and all other stages of the selection and evaluation process.  Under no circumstances will RSSB, or its advisors, be liable for any costs or expenses Tenderers, their sub-contractors, suppliers or advisors incur in this process, including if this tendering process is terminated or amended by RSSB.

1.3	Tenderers are solely responsible for obtaining the information that they consider is necessary in order to prepare the content of their tender and to undertake any investigations they consider necessary in order to verify any information RSSB provides during the procurement process.

1.4	All pages of the tender submission must be sequentially numbered (including any forms to be completed and returned). 

1.5	All specifications, plans, drawings, samples and patterns and anything else that RSSB issues in connection with this ITT, remains the property of RSSB and are to be used solely for the purpose of tendering.
1.6	At any time prior to the deadline for receipt of questions, RSSB may modify the tender documents by amendments in writing.

1.7	RSSB (at its sole discretion) may extend the deadline for receipt of Tenders.
RSSB reserves the right to modify or to discontinue the whole of, or any part of, this tendering process at any time and accepts no obligation whatsoever to award a contract. 

General, Legal & Compliance
2.1	RSSB will check each tender for completeness and compliance with the tender instructions.  RSSB reserves the right to reject any tenders it considers substantially incomplete, or non-compliant (each tender will be assessed on its own merit, according to the level/importance of omitted or non-compliant content).

2.2	The Tenderer will be excluded should any of the grounds for mandatory rejection or discretionary rejection be triggered. 
2.3	The Tenderer will be excluded should it be assessed that it has a high risk of:
· Insolvency over the lifetime of the contract; e.g. the Tenderer may be excluded if its current assets to current liabilities ratio is less than 1;
· Insufficient financial capacity to deliver the services effectively; or
Over-dependence on RSSB (e.g. the Tenderer may be excluded if its turnover is less than a minimum of 1X the RSSB Contract Value £180,000 (initial 2 year term)

3.0	Tender Instructions 

3.1	“RSSB” means the contracting authority, seeking to invite suppliers to participate in the procurement process.

“You” or “Supplier” means the legal entity completing these questions, seeking to be invited to the next step of the procurement process Invitation to Tender (ITT)


3.2	Please ensure all questions are completed in full and in the format requested. Failure to do so may result in your submission being disqualified. If the question does not apply you need to clearly state N/A.

3.3	If it is necessary for you to provide additional information this should be provided as an appendix and clearly referenced as part of your declaration.


3.4	RSSB REPRESENTATIVE
Your main point of contact is: Jenny Neill:  jenny.neill@rssb.co.uk or shareditt@rssb.co.uk

RSSB OVERVIEW
If you wish to find out more about RSSB, please visit our website at www.rssb.co.uk





Timetable

The timetable for this procurement follows.  This is intended as a guide and whilst RSSB does not intend to depart from the timetable, it reserves the right to do so at any stage.
The expected milestones are set out below:
	Project Objective
	Start Date
	End Date 
	Time

	Suppliers Day
	29th July 2015
	12.00 noon

	Invitation to Tender issued
	18th September 2015
	

	Supplier clarification questions deadline 
	26th October 2015
	
	12.00 hours

	Deadline for Submitting Tenders
	2nd November 2015
	12.00 noon

	Potential Supplier Presentations 
	TBC
	TBC
	TBC

	Estimated notification of award decision
	w/c 16th  November 2015
	N/A

	Target contract commencement date
	December 2015
	N/A



Note: RSSB reserves the right to amend these dates as business requirements demand and will communicate any changes to tenderers.

3.5	Evaluation Methodology
In the interests of an open, fair and transparent assessment, this document sets out how RSSB intends to evaluate tender responses.  It outlines the evaluation criteria and respective weightings, as well as the evaluation methodology to be applied.  

3.6	Evaluation Process
The process that will be used to select an appropriate Tenderer and award the contract for this procurement is available in more detail in the Appendix named The Evaluation Criteria.  It should be noted that pricing is only taken into consideration should the technical / quality evaluation result achieves the threshold. The minimum score is 2.
	An evaluation panel consisting of representatives of key stakeholders within RSSB will carry out the evaluation. The procurement team will only act as moderator during the suitability and proposal assessment phases of the evaluation.

3.7	Verification of Information Provided 

	Whilst reserving the right to request information at any time throughout the procurement process. RSSB may enable the Supplier to self- certify that there are no mandatory/ discretionary grounds for excluding their organisation. When requesting evidence that the supplier can meet the specified questions relating to Technical and Professional Ability RSSB may only obtain such evidence after the final tender evaluation decision and only from the winning Supplier only.


3.8	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:
· Employer’s (Compulsory) Liability Insurance = £2M
· Public Liability Insurance = £1M
· Professional Indemnity Insurance = £1M

3.9	Sub- contracting Arrangements 

	Where the Supplier proposes to use one or more sub- contractors to deliver some or all of the contract requirements, a separate Appendix should be used to provide details of the proposed delivery model that includes members of the supply chain and percentage of work being delivered by each sub -contractor and the key deliverables that each sub- contractor will be responsible for.

RSSB recognises that sub- contracting arrangements may be subject to change and not finalised until a later date. However, Suppliers should be aware that where information provided to RSSB indicates that sub- contractors are to play a significant role in delivering the key requirements and any changes to those sub- contracting arrangements significantly affect the ability of the supplier to deliver key requirements the Supplier should notify RSSB immediately of any changes in the proposed supplier sub-contractor arrangements. RSSB reserves the right to deselect the Supplier prior to any award of contract based on an assessment of the updated information.




3.10	Consortia Arrangement 

	If the Supplier completing this tender submission is doing so as part of a proposed consortium the following information must be provided:

· Names of all consortium members;
· The lead member of the consortium who will be contractually responsible for delivery of the contract (if a separate legal entity is not being created); and 
· If the consortium is proposing to form a legal entity, full details of the proposal should be submitted as an Appendix with this Tender.
· RSSB may require the consortium to assume a specific legal form if awarded the contract. If it is deemed that a legal incorporation is necessary for the satisfactory performance of the contract.
· All members of the consortium will be required to provide the information required in all sections of the Tender as part of a single composite response to RSSB i.e. each member of the consortium is required to contribute to completing the response document.


3.11	Confidentiality 

	RSSB reserves the right to contact the named customer contact and the nominated customer does not owe RSSB any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact.
	RSSB confirms that it will keep confidential and will not disclose to any third parties for any information obtained from the named customer contact, other than to the Crown Commercial Services and or contracting authorities defined by the Public Contract Regulations.

4.0	Suitability Assessment 
[bookmark: _Ref305687005]4.1	The Suitability Assessment will be carried out using Tenderer responses the specification and uses a generic scoring scheme (provided in Table 2 below).  Suitability Assessment Scoring Scheme
	Grade label
	Grade
	Definition of grade

	Unacceptable
	0
	The response has been omitted, or the Tenderer proposal evidences inadequate (or insufficient) capacity or capability to deliver the requirement(s)

	Weak
	1
	The Tenderer has demonstrated merit, although there is weakness evident in its capacity or capability for the purposes of the procurement.

	Satisfactory
	2
	The Tenderer has evidenced a level of capacity and capability suitable for the purposes of the procurement.

	Good
	3
	The Tenderer has evidenced a significant level of capability and capacity for the purposes of the procurement.




	Suitability Evaluation Area
	Evaluation Intention 
	Evaluation Criteria
	Evaluation Criteria N/A
	 Minimum Score 

	S1 Technical Capability (experience)
	Evaluated in conjunction with question S2
Seeks to identify those organisations that have relevant management experience and the suitable tools, processes and governance to deliver the requirement(s)
	Please provide details of your experience (as an organisation) in the delivery of services similar to those required under this contract i.e. video safety briefing for a regulated industry.  This experience should be evidenced with the contract examples provided in response to question S2.  
	The Tenderer’s response is relevant to this procurement in terms of
- Size
- Complexity
- Value
	2

	S2 Contract Examples
	Used in conjunction  with question S1
	Please provide details of up to three contracts from either, or both, the public and private sectors, including safety critical environments that are relevant to RSSB requirement(s).  Contracts for the supply of goods or services should have been performed during the past three years
	N/A
	2

	S3 Operational Capability ( leadership/ management)
	Seeks to establish that the personnel discussed have direct experience of being involved with similar requirements, showing evidence of relevant skills and competencies applicable.
	Please provide details of the qualifications and experience of the lead personnel (eg, producer, director), who have led similar projects/contracts where they were responsible for the delivery of a video programme. 
	The Tenderer’s response shows that it:
- Has resource with relevant qualifications and experience of leading similar projects in the past
	2

	S4  Technical capability (service delivery)
	Seeks to establish that the Tenderer's lead personnel (i.e. those delivering the services) have the appropriate skills, qualifications and experience for a scope of service delivery requirements
	Please provide details of key staff within your organisation and examples of how you work with sub-contractors, if applicable, highlighting the role each has undertaken in delivering similar requirement(s). Tenderers must demonstrate that the personnel proposed have direct experience of being involved with similar requirements and that each member has the relevant skills and competencies to fulfil the specific roles identified.
	The Tenderer’s response shows that it
- Has resources that have appropriate skills 
- Has resources that have appropriate experience and qualifications
	2

	S.5
Staffing (knowledge base)
	Seeks to establish that the Tenderer has the resources for contingency and a knowledge base against the service delivery requirement
	Please detail the number of staff available to the Tenderer (named sub-contractors where appropriate) carrying out of services directly relevant to those required.
	The Tenderer’s response shows that it
- Has a resource base capable of mitigating delivery risk
- Has a pool of knowledge and experience available.
	2

	S.6 Insurance requirements 
	Willing to self- certify whether if the tenderer already has or can commit to obtain, prior to the commencement of the contract.
	Employer’s (Compulsory) Liability Insurance = £2M
Public Liability Insurance = £1M
Professional Indemnity Insurance = £1M

	
	Pass/Fail

	S.7 Turnover 
	Financial stability
	The bidders turnover is a minimum of 1X the RSSB Contract Value £180,000 (initial 2 year term)
	
	Pass/ Fail 




4.2	Each evaluation area is weighted to show the relative importance / significance of the criteria specific to the Suitability Assessment.
4.3	The suitability section scored responses are generally assessed out of a maximum of three (3).  The evaluation panel will be unable to give partial scores (for example 2.5) however, when aggregating scores the Suitability Assessment score will be rounded to two decimal places. Note only technical questions are scored the suppliers organisation details are for either for information only if mandatory, pass/ fail.
A score below two (2) for any part of the suitability question will constitute a failure to evidence suitability (against the requirement of the procurement) and will automatically disqualify the Tender. 
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35

30

15

5.0 Tender Evaluation 
5.1	ITT Assessment
All previous scoring such as the Suitability Assessment will be discarded at this point. The Contract Award decision is solely based on the basis of Tenderer proposal and price offering.

5.2	RSSB uses the following quality / price ratio to determine the outcome of the evaluation where quality (technical evaluation) and price are weighted and scored individually before being combined. 
	Quality 70%: Price 30% 

5.3	Technical criteria are weighted and scored as a percentage of the maximum score available with a minimum quality threshold set.  

5.4	Technical Evaluation
	Tenders are assessed on how well they satisfy the technical evaluation criteria.
	The relative importance of each criterion is established by giving it a percentage weighting so that all the weightings equal 100%.  The Evaluation Matrix provides details of the weightings that RSSB will use in assessing Tenderer proposals. 

	The Technical Evaluation will be carried out using Tenderer responses to the tender specification using the scoring scheme (identified in Table below).  




	Grade
	Definition of grade

	5
	
A wholly excellent Tender Response that (where applicable):

· Addresses all aspects of the question in an informed and comprehensive manner; 
· Demonstrates a thorough understanding of what is being asked for;
· Provides evidence of how that understanding can be applied in practice;
· Offers full confidence that the Tenderer will deliver the service in full;
· Addresses the majority of areas of doubt and uncertainty; and 
· Provides certain, unambiguous commitments or statements of intent that permit reliance through translation into contractual terms 


	4
	
A good Tender Response that (where applicable):

· Addresses all aspects of the question and is generally of a good standard;
· Demonstrates a good understanding of what is being asked for;
· Provides a worked-up methodical approach;
· Offers confidence that the Tenderer will deliver the service in full with limited areas of doubt or uncertainty;
· Addresses key areas of doubt and uncertainty; and 
· Provides commitments that can be translated well into contractual terms


	3
	
A satisfactory Tender Response that (where applicable):

1. Addresses the majority of the question and is generally of a good standard but lacks substance or detail in some areas;
1. Demonstrates an understanding of what is being asked for;
1. Provides a satisfactory approach;
1. Offers a general level of confidence that the Tenderer will deliver the service (but with room for doubt in some areas);
1. Address some areas of doubt and uncertainty; and
1. Provides some commitments that can be translated well into contractual terms.

	2
	
A  Tender Response that (where applicable):

1. 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”;
1. Demonstrates some understanding but with a lack of clarity in key areas;
1. Provides an approach which is not wholly appropriate or viable or lacks evidence;
1. Shows that the level of confidence that the supplier can deliver does not outweigh the doubt;
1. Does not address many areas of doubt and uncertainty; and
1. Does not offer sufficient commitment (with doubt as to the extent to which would translate into contractual terms)

	1
	
A generally unsatisfactory Tenderer response that (where applicable):

1. Does not address the question or has omissions;
1. Lacks understanding in significant areas:
1. Provides an approach which has gaps or creates concerns;
1. Shows that the level of confidence that the supplier can deliver is low;
1. Creates uncertainty; and
1.  Displays significant lack of commitment (with doubt as to the extent to which would translate into contractual terms)

	0
	
A wholly unsatisfactory Tenderer response that (where applicable):

1. Provides no response or omissions/oversights that prevent scoring;
1. Refuses to deliver the requirement; and
1. Creates concerns so significant that the response would be detrimental to the interests of RSSB	



5.5	The scored responses are generally assessed out of a maximum of five (5).  The Evaluation Panel will not be allowed to give partial scores (for example 3.5); however, once all scores are aggregated, the technical scores will be rounded to two decimal places prior to consolidating with the price evaluation.

5.6	The following shall constitute a failure to evidence satisfactory delivery of the requirement(s) of the procurement and will automatically disqualify the Tenderer:

(a) A grade of zero (0) in any of the evaluated technical/quality questions in Section D of Schedule One (a) of Part B of the ITT before the weightings are applied; or 

(b) a grade of one (1) in more than one of the evaluated technical/quality questions in Section D of Schedule One (a) of Part B of the ITT before the weightings are applied or

(c)	an overall Technical Score of less than X (60% of the maximum available technical score of X) after the weightings have been applied to all the evaluated technical/quality questions.

5.7	Those Tender Responses which fail to demonstrate satisfactory delivery of the requirement(s) of the procurement by reason of failing to achieve these minimum thresholds will be set aside and not considered further.


5.8	ITT Evaluation Matrix (Award Criteria)


	Evaluation Matrix Evaluation Area 
	Evaluation Intention
	Evaluation Question
	Evaluation Criteria
	Weight 

	A1 Overview 
	This response is not evaluated and is used to contextualise the Tenderer’s response.
	Tenderers must provide a concise executive summary highlighting the key aspects of the proposal
	N/a
	N/a

	A.2 Method Statement
	Seeks to establish that the Tenderer has understood the requirements and has a credible plan for delivering successful outcomes
	Tenderers must provide a method statement detailing how it is proposed to fulfil RSSB requirements (as described in the Specification).  

This should include a description of how it is intended to obtain, deliver and sustain the services for all aspects of the requirement  

Tenderers should demonstrate how they will: 
(i) Produce the Red Programme 
(ii) Interpret the project brief and demonstrate lateral and creative thinking to showcase the sequence of events that underpin behaviours and perceptions of safety related incidents 
(iii) Refresh the current format in part 2 where the video currently shows an overview of news items or topical issues
(iv) Explain how the RED programme will be improved.  Areas for improvement might include delivery, message, structure and format.
	The Tenderer’s response shows that it:
· Has a credible work plan/solution 
· Produce an itemised breakdown of scenes for the programme schedule.
· A breakdown of the production schedule
· Has a defined and achievable timeline
- Has a quality assurance regime that monitors, measures and assures quality outcomes
	30%

	A.3
Resource Delivery Management
	Seeks to establish that the Tenderer has the necessary management and project delivery methods and resources to successfully deliver the Specification
	The Tenderer must outline the processes and resources it proposes to use in order to fulfil RSSB requirements: Tenderers should demonstrate how they will communicate and engage  effectively with  RSSB and the editorial board; 
(I) Explain the roles and responsibilities of the project team and explain how the project team with their assigned roles will meet the deliverables stated in the specification
(II) Demonstrate how the supply chain is managed where any requirements are sub-contracted
(III) Explain how the project team has the technical skills & competencies to meet the requirements
	The Tenderer’s response shows that it
- Has provided sufficient resources to deliver the Method Statement proposals
- Has assigned suitably qualified and experienced resources for service delivery
- Has identified appropriate management of these resources
- Has a resource plan that integrates with the method statement(s)
- Manages risk appropriately
- Has experience of Client Management, including
· Keeping within budgets
· Meeting Deadlines
· Regular Communications
	20%

	A.4
Performance and Budget Management
	Seeks to establish that the Tenderer has the necessary performance and budget management skills to successfully deliver the Specification
	The Tenderer must outline the processes and resources it proposes to use in order to fulfil RSSB requirements:
Tenderers should demonstrate how they will: 
(i) manage the budget and help RSSB to ensure value for money
(ii) Explain how cost escalation will be managed
(iii) Submit a proposed staged payment plan for the budget schedule
	The Tenderer’s response shows that it
· Controls are in place to manage the budget
· identifies and manages any performance and budget risks appropriately
· Has a clear process for managing over spend and ability to adopt mitigating actions
	10%

	A.5
Contract Transfer and Exit Strategy
	Seeks to ensure that the Tenderer will transfer knowledge back into RSSB and exit the contract in such a way as to facilitate re-procurement and/or project termination
	Tenderers must indicate their plans for the transfer of knowledge and skills from this activity back to RSSB during and at the end of the contract.
(I) How will you assist with the transfer of knowledge back to RSSB at the end of the contact?
	The Tenderer knowledge transfer arrangements and exit strategy are credible and can achieve the required outputs
	5%

	A.6
Transition Implementation Plan
	Seeks to ensure that the Tenderer will transition and deliver the services effectively.
	Tenderers must provide an outline transition implementation plan to indicate their plans for the transition of services from their current operation into the new contract delivery phase
	The Tenderer’s response shows that it: 
- Has a credible work plan/solution
- Has a defined and achievable timeline to produce the first video by 1 May 2016
- Has a quality assurance regime that monitors, measures and assures quality outcomes
	5%

	A.7
RSSB responsibilities
	Seeks to ensure that the Tenderer is not seeking to transfer unreasonable, material, additional costs or increased risk back to RSSB
	Tenderers must identify any areas of RSSB responsibility NOT already detailed within the Specification.
	The Tenderer response shows that it understands the roles and responsibilities of the supplier and client 
	N/A



5.9	PRICE EVALUATION
All prices quoted shall be in sterling (unless otherwise requested in the Tender Documents), exclusive of Value Added Tax and shall be firm.
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.  
Failure to provide adequate detail may cause your tender to be judged non-compliant.
The construction of the price must be clear and easy to understand.  Where appropriate the use of tables to show pricing is preferred.  We require the following information:
1. A breakdown by grade and named individual, indicating the number of days to be worked on each task and the daily rate to be charged.
2. A list of sub-contracts with prices and copies of quotations where available (a similar breakdown by grade, named individuals and rates, as above, is required where the sub-contract is for manpower).
3. Details of any other costs, such as hire charges for equipment.
4. Details of travel and subsistence and all expenses to be incurred.
5. The above breakdowns should be further broken down into individual work packages.

6.0	QUESTIONS
Should you have any questions relating to the project, please email these before the deadlines detailed in the project timeline above to ensure that these questions can be effectively addressed? To ensure equal and fair treatment to all potential suppliers, RSSB will circulate all questions and responses anonymously.   
Questions should be emailed to: Jenny Neill at shareditt@rssb.co.uk 


7.0	TENDER EVALUATION CRITERIA AND MINIMUM REQUIREMENTS
In evaluating tenders, the most economically advantageous tender(s) will be sought.  This will be using the evaluation criteria and weightings detailed in ITT Evaluation Matrix Award Criteria.
The evaluation criteria detail the minimum requirements. Therefore, any tender which cannot demonstrate that it meets any of the minimum requirements will not be marked and will automatically score zero.
Tenderers are advised to carefully consider the attached specifications, ask clarification questions to ensure these are understood.




8.0	PROCESS AND PREPARATION OF RESPONSES

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. 

2. The Supplier shall not approach any Customer employee, the Customer’s Representative or its agents to discuss any aspects of the Tender. All communication should be conducted via the Customers Representative.

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

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

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

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.
.
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 tender.

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

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

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 tender.  

11. Tenders received after the closing date and time will not be considered.

12. The Customers Representative reserves the right to correct any omissions or inaccuracies in the Invitation to Tender and to clarify and/or amend any of the Customers’ requirements, up to seven days before the return of tenders.

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 tenders required during the preparation of the Tender.  All information provided by Suppliers will be treated in confidence except in stances where references may be sought.

14. RSSB reserves the right to cancel this Tender at any point and any cost incurred in the preparation of this Tender is at the Bidder’s expense.

15. Tenders must remain open for acceptance for a period of 180 calendar days from the submission date.

9.	RESPONSE CHECKLIST

Tenders must be sent by email to shareditt@rssb.co.uk . The email size should be no more than 15MB.

Please ensure you quote “RSSB_1960 RED Programme” as the subject line in your email.

[bookmark: _GoBack]Please submit the following in a single email to Jenny Neill at shareditt@rssb.co.uk by no later than 12 noon on 2nd November 2015.

	Requirement to be submitted 
	Completed 

	1.	Completed Tender Response, the specification of requirement in the format requested.
	☐
	2.	Completed pricing schedule including separate breakdown of costs
	☐
	3.	Completed tender declaration (section E in this document)
	☐
	4.	In the unlikely event that any amendments are requested to the proposed terms and conditions, a completed copy of the contract issues memo (included in section B) detailing requested amendments
	☐



10.0	CONDITIONS OF CONTRACT

Attached in the ITT pack is the terms and conditions in relation to the proposed contract award.

Qualification of the Contract
Where Tenderers have any queries or concerns with any specific condition of the terms and conditions of the contract, these should be submitted in writing to shareditt@rssb.co.uk as soon as possible, and in any case no later than 10 days prior to the deadline for submission of tenders.  Please ensure the specific condition(s) and proposed amendment(s) are provided.  These will be reviewed by RSSB on a case by case basis, and, if accepted, revised terms and conditions will be issued to all Tenderers.  Failure to accept the terms and conditions of the contract or to qualify the tender in any way, may result in the tender being rejected by RSSB.

12.0 SPECIFICATION


Project Reference/Number: Insert internal reference number
RSSB_1960/15/COMMS
Work Package Title: RSSB_1960 RED ProgrammeInsert Work Package Title

1. Introduction to RSSB 
1.1	RSSB is an expert body that helps the rail industry carry out research, understand risk, set standards and improve performance.  It spans the whole railway, including in its membership infrastructure companies, train and freight operators, rolling stock owners and suppliers to the industry.  RSSB supports rail in the areas of safety, standards, knowledge, innovation and a wide range of cross-industry schemes requiring its knowledge and independence.
1.2	RSSB is a not-for-profit company owned by major industry stakeholders.  The company is limited by guarantee and is governed by its members, a board and an advisory committee.  It is independent of any single railway company and of its commercial interests. For more information, visit www.rssb.co.uk. 
2. Project Background
2.1 RED is a series of video programmes used as a briefing tool for frontline workers, such as train drivers, signallers, train dispatchers, shunters and platform staff.  It started in 2001, and has been very well received by its intended audience ever since.

2.2 RED is part of a trio of publications which includes the Right Track magazine and the Opsweb website.  These products are overseen by an editorial board which reports to the Train Operations Risk Group (TORG), a cross-industry group facilitated by RSSB.  RED needs to work in conjunction with Right Track and Opsweb as necessary.

2.3 The RED series aims to raise awareness and understanding of operational risk by analysing safety incidents, promoting good practice and sharing learning opportunities. It is expected that this can positively influence the audience’s working practices and attitudes towards reducing operational risk.

2.4 RED uses a mixture of reconstructions or dramatisations, interviews, presenter pieces and operational footage.  Each programme includes supporting materials, such as briefers’ notes and PowerPoint presentations, which facilitate discussion and analysis during safety briefings.  These are uploaded to Opsweb, along with a trailer. 

2.5 Part of the appeal of the programme is its portrayed authenticity - being created for the rail industry by the rail industry.  Each programme is currently produced in the style of a documentary or news programme, a format that has proved to be successful.  

2.6 RSSB has produced 42 issues of RED since 2001.  Almost 200 CD-ROMs and 1500 DVDs are distributed to approximately 300 people in over 80 rail organisations. 

2.7 The current programme is ordered thus: 
a) Pre-title sequence
b) Programme main titles and introduction by presenter
c) Part 1, item 1 - filmed reconstruction or dramatisation 
d) Part 1, item 2 – analysis by experts of dramatisation/reconstruction 
e) Part 1, item 3 - break to allow for discussion of issues raised in part 1
f) Part 2 - overview of news items or topical issues; usually two or three items
g) Part 3 – competition details, presentation close and end titles

2.8 A copy of a recent issue of RED can be provided if requested. 

3 Project objectives
3.1	The project objective is to reduce operational risk by raising awareness and understanding of why safety incidents can occur, and what measures can be implemented to prevent them from happening.
3.2	Another objective is to promote good practice and share learning opportunities amongst frontline workers. 
4 Project brief
4.1	RSSB is inviting tenders from suitably qualified and experienced contractors for the authoring, shooting, and production of the RED series. 
4.2	The chosen contractor will be responsible for providing 3 programmes per year. Each programme should be 20-25 minutes long and include supporting materials and competition questions and answers. 
4.3	The aim of the programme is to get viewers to: 
· Think about the sequence of events in the opening dramatisation, and the underpinning behaviours and perceptions that contributed to the safety incident
· Understand how to change behaviours and perceptions to prevent the safety incident from happening
· Consider the responsibilities and priorities of the staff involved

4.4 Part 1 of the programme is a well-regarded, popular element of the programme, which successfully works towards the project’s objectives to encourage viewers to:
· Understand and manage non-technical skills, fatigue and stress management.
· Adopt a ‘thinking mode’: how they can positively impact others and understand the impact of negative behaviours. 
· Understand what s/he is responsible for in their role

4.5 RSSB wishes to retain part 1 and the competition element of the programme.  The competition element of the programme, consists of a multiple choice question relating to an item on the programme. The prize is a £100 voucher per programme. 
4.6	Part 2 of the programme has proved less successful than part 1.  RSSB invites contractors to propose improvements as part of their bid, explaining how these would make this part of the programme as effective and popular as the dramatisation.  Contractors are invited to make recommendations on the structure of the programme to increase the impact of the messages.  This could include, for example, placing the dramatisation at the end of the programme.
4.7 The contractor can decide how the programme is divided, subject to proving the impact that this would have on the audience.
4.8	The deliverables must be managed from initial concept to delivery of master files/content.  These should be sent to RSSB and RSSB’s distributors no later than the delivery date for each issue, in a format that is convenient for all delivery channels (DVD, CD-ROM, USB, online).
4.9	As well as the video, the contractor is responsible for producing the following supporting material:
a) Briefers’ notes
b) PowerPoint presentation
c) Still images
d) Competition prizes
e) Synopsis for the DVD cover
f) Keeping unused footage in a library
To support the delivery of the above, the contractor must submit a production schedule for each programme which includes key steps and dates. An example production schedule can be found in Annex A. 
4.10	Contractors are invited to consider ways in which the above messages can be best communicated in terms of style, format, and use of different media, including compatibility with different platforms e.g. PC, tablet, smartphone.  This includes working in conjunction with a co-ordinated approach for Opsweb and Right Track products.
	 
4.11	Suggestions for additional or different elements of work to benefit the overall project, such as enhancing the user experience, increasing the level of engagement, and adding value for money, are welcome; but these should be separately priced as options.
5 Programme 
5.1	RSSB recommends that contractors include a suggested programme outline as part of their proposal, including an itemised breakdown of the programme schedule. 

5.2	The programmes are aimed at front line workers, including: 
· 
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· Train drivers
· conductors
· guards
· train crew
· signallers
· platform staff
· shunters
· mobile operations managers
· local operations managers
· track workers
· shunters

Railway front line staff are aged 16-65, and come from all ethnic groups.  
6 Artwork and branding guidelines 
6.1	The title sequence and graphics for the RED programme were redone for RED 43.  The files will be given to the successful contractor to ensure visual consistency.
6.2	It is not anticipated that further artwork is required. However, RSSB will provide a copy of its brand guidelines to make sure any additional artwork is compliant. 
7 Editorial board
7.1	Production of RED is overseen by an editorial board comprised of RSSB staff and a selection of personnel from the industry who will agree, in conjunction with the contractor, the content for each programme. Representatives - e.g. producer, writer - from the contractor will be expected to attend the editorial board meetings (3-4 per year). 
8 Duration of contract and timescales
8.1	RSSB is seeking to let one contract from January 2016 for 2 years with the option to extend for a further 2 years (12 month period for each extension term). The first programme (issue 45) of the contract is to be delivered in May 2016.
8.2	The duration of this contract will follow the schedule below: 
	Issue number
	Planned release date

	45
	03 May 2016

	46
	26 September 2016

	47
	30 January 2017

	48
	08 May 2017

	49
	25 September 2017

	50
	26 January 2018



9 Contract value, payment and budget management 
9.1	The estimated contract value is between £75,000 and £90,000 per annum. The maximum contract value for the total four year term inclusive of extensions is between £300,000 and between £360,000.
9.2	All prices quoted shall be in sterling (unless otherwise requested in the Tender Documents), exclusive of Value Added Tax and shall be firm.
9.3	A full and comprehensive breakdown of all costs and expenses to provide the goods, services or works requested in the invitation to tender must be provided, and all assumptions must be clearly stated. 
9.4	The construction of the price must be clear and easy to understand. Where appropriate, the use of tables to show pricing is preferred. We require the following information: 
a) A breakdown by named individual, indicating the number of days to be worked on each task and the daily rate to be charged.
b) A list of sub-contracts with prices and copies of quotations where available (a similar breakdown by named individuals and rates, as above, is required where the sub-contract is at a marked up rate or a pass through cost).
c) Details of any other costs, such as hire charges for equipment.
d) Details of all expenses to be incurred, including travel and subsistence.  Mileage reclaim will be linked to maximum levels set by HMRC.
9.5	Payment will be made monthly, linked to the milestones and subject to satisfactory sign off from RSSB.  These milestones are the successful completion of the pre-production, production and post-production of each programme (see Annex A).
9.6	No further payment, beyond what is agreed in the contract, will be made to the contractor. Any excess costs arising from the programme are expected to be absorbed by the contractor. 
9.7	RSSB will work with the contractor to finalise budgets for each programme during the pre- production process.  The unit price relating to the deliverables of individual programmes must be within the budget of the maximum contract price.  Individual price units cannot be higher than the prices in the tender and subsequently the contract. Request for variation to the contract for inflation increase linked to the Consumer Price Index (CPI) will be agreed in writing. The contactor and RSSB will agree the format and content for the programme at the start of each programme, and the price will be capped at the agreed amount. 
9.8	If RSSB changes the programme format in such a way that this results in a higher cost than the agreed programme fee, the contractor must obtain sign off to increase the programme budget in writing.
9.9		The contractor should specify how they would deal with unforeseen circumstances such as additional days of filming, and whether if this is absorbed or priced as extra days.  The successful contractor should be aware that under OJEU rules, going over the agreed budget by more than 10% would require a retender.
9.10	The tenderer is required to fill in the Excel pricing schedule in Annex B.

10 Implementation plan and project risk
10.1	The bid should contain an implementation plan and a risk management plan, identifying risks in line with the specification and giving details of how such risks may be mitigated. This includes, but is not limited to: 
· Lack of timely engagement and cooperation from stakeholders
· Health and safety risks associated with filming on the operational railway
· Failure to deliver the project on time, budget and quality
· Removal of key resources during production phase
· Other potential obstacles. 
11 Ensuring continuous improvement
11.1	To date, the RED video series has been a successful briefing tool. It delivers a vital service in communicating with front line workers the importance of learning from safety incidents on the operational railway in a way that is engaging.  In order for RED to remain valuable, it needs to adapt to changes and priorities experienced by the audience. 
11.2	The contractor will be responsible for ensuring that the RED video series continuously improves, adapting to changes including but not limited to: 
· Advances in technology, e.g. emerging film and distribution techniques 
· Audience feedback and industry priorities
· Value for money and cost efficiencies throughout the lifetime of the contract. 
12 Intellectual property rights
12.1	All copyright will be assigned to RSSB upon completion of the individual programme upon a payment being made for the programme subject to satisfactory sign off. The tenderer must protect the interest of RSSB by putting in place contracts with their own supply chain; this may include, but is not limited to, producers and actors or any personnel who naturally acquire rights as the original owner. The tenderer is required to waive their moral rights as a producer. In addition to their own waiver, the tenderer must ensure that all subcontractors sign a contributor’s release form.
12.2	In the event that the interest of RSSB is not protected due to negligence or ignorance of copyright requirements, all cost to for damages or additional payments will be payable by the tenderer.
12.3	RSSB reserves the right to take possession of copyright in the original camera tapes as part of the contract price, and show the video in any format or platform for non-commercial use.
12.4	RSSB will retain all intellectual property rights to the RED content, including but not limited to raw footage, graphics, artwork, sounds (including music), logo and content.  The master copy shall be delivered on the release date to RSSB and to its distributor.
12.5	Other copyright material used for the video production will be royalty free.  RSSB will make no further payments for photography, graphics, music etc.
12.6	It is the contracted contractor’s responsibility to ensure any contracts with third parties (e.g. actors, directors and designers) conform to this requirement.  The producer should highlight where there might be areas of additional unspecified charges to be raised to meet royalty payments.  Any hidden charges not included in the tendered price will be payable by the producer and not RSSB.
12.7	The producer should keep careful records of which person(s) created the work, directly or indirectly for each issue of RED, including any contractual agreements.
12.8	In the event of RSSB providing material for inclusion in the video, this material will be provided free of charge and will remain the intellectual property of RSSB.
12.9	The contractor is required to provide full transfer of ownership and full copyright to RSSB upon payment of the milestone for each stage of the production process. Upon the final payment all rights are owned by RSSB.


13 Resources 

13.1	The producer plays an integral role in overseeing the project from conception to completion and should also be the main designated contact for RSSB. It is the responsibility of the producer to work closely with the director and other members of the project team whether this is in house or outsourced. The producer may also be the director if this is more cost effective.
13.2	The producer is responsible for tracking and communicating the budget burn rate. The project team has the responsibility to keep the filming cost within the agreed budget for each programme.
13.3	RSSB expects the project team to have the necessary industry standard skills to interpret the safety requirements and creative input provided by the editorial board and to convert the latest health and safety guidance into the RED programme.
13.4 	Project staff working on the RED tender must have suitable skills and work experience detailed, but not limited to, the task identified below:
· Read, research, assess ideas and finish scripts
· Organise shooting schedules and resources required
·  for filming
· Manage the whole process from pre-production through to production and post-production.
· Ensure compliance with relevant regulations and include health and safety provisions for the film crew when filming on the rail tracks.
· Build and develop a network of contacts within the rail industry
· Communicate ideas and work plans with the designated RSSB contact and attend editorial meetings
· Licences for and experience of using the relevant computer software.  Please say which software you use as part of your bid.
· Facilitate the hiring of key staff on contracts that serve the interest of RSSB, including putting in place contract documents with the supply chain to protect RSSB from any copyright infringement. The project team should have the necessary experience to point out any potential copyright issues to avoid any claims for damages or copyright infringement.
13.5	The tenderer is required to provide a CV for the proposed personnel who will be working on the RED programme.
13.6	Contractors are asked to indicate within their bid which elements of production are done in house and which are out-sourced.
13.7	Contractors are encouraged to provide examples of similar work they have produced. 
	

Annex A – Example of a production schedule

Pre-production
· Selection and appointment of director and writer (if outsourced)
· Attendance at editorial board to discuss and agree content 
· Research and scripting
· Selection and appointment of casting director (if outsourced) 
· Booking casting studio
Production
· Selection and appointment of cameraman & equipment (if outsourced)
· Selection and appointment of sound recordist and equipment (if outsourced)
· Casting and booking of actors and presenter (if needed)
· Crew vehicle
· Recces and site visits
· Travel, accommodation and subsistence expenditure
Post-production
· Selection and appointment of editor (if outsourced)
· Booking recording studio (if outsourced)
· Edit including client changes and final edit/grading
· Presenter voice over session (if needed)
· 2D graphics
· Trailer video 
· Clips for asset library
· Stills of the footage
· CD and DVD master creation 
· Music clearance
· Drafting and review of supporting materials
· Sign off by client
· Handover of master files/content to client and client’s distributor
· Provision of competition prizes (3 x £100 vouchers) 







 

Form of Tender 

This section outlines how the offer from the Tenderer is to be constructed. Please return this Tender Declaration along with your Tender and retain a copy for your records. 
 
Having examined the ITT email, the Instructions to Tenderers, the Information Required From Tenderers, the Conditions of Contract, the Specification and this Form of Tender (the “Tender Documents”), we offer to supply all/part of (delete as applicable) the goods, services or works specified in these Tender Documents.
We undertake if selected, to perform the contract in accordance with the Tender Documents, including the Conditions of Contract contained herein.
We agree that this tender shall remain open for acceptance by the Customer for 180 days from the date stipulated for the return of tenders.
We understand that you are not bound to accept the lowest, or any tender you may receive.
We certify that this is a bona fide tender, and that we 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.  We also certify that we have not done and we undertake that we will not do, at any time before the hour and date specified for the return of this tender, any of the following acts:
Communicate to a person, other than the person calling for the tenders, the amount or approximate amount of the proposed tender.  Except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender.
Enter into an agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted.
Offer or 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 said goods, services or works, any act or thing of the sort described herein.
We recognise that the Customer reserves the right to clarify details of our offer prior to the award of any contract. 
We hereby undertake that the period during which this tender remains open for acceptance not to divulge to any persons, other than the persons to whom the tender is to be submitted, any information relating to the submission of this tender or the details contained therein except where such is necessary for the purpose of submission of this tender.
[bookmark: _Toc519998894]







Subcontractors


All suppliers to RSSB are asked to provide details of all sub-contractors that will be used to perform the contract.  



Conflicts of Interest

Tenderers have a continuing duty to disclose actual or potential conflicts of interest in respect of itself, its named sub-contractors and / or consortia members.

Please describe any (potential) conflicts of interest that the Tenderer has identified and how these will be managed*:

If you DO NOT have any conflicts to declare, please tick this box: |_|


Tenderers are reminded that failure to identify material conflicts of interest may lead to rejection of its tender response.
Guidance to Tenderers:
Tenderers should describe in the detail the perceived conflict (how it could be perceived in the context of this procurement) and the measures it will take to mitigate the conflict through the procurement life-cycle and service delivery.







Tender Response


INTENTIONALLY LEFT BLANK

See accompanying ITT Part B Section 7 Tender Response Document
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