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Our ref:
Your ref:
Date:

Dear Sir/Madam

INVITATION TO TENDER – VELOCITY WEBSITE PHASE 3

Please find attached an invitation to provide a quotation for the above service.  This includes the brief for the services that we are asking you to provide together with our Terms and Conditions.

Please note you should include pricing for all items requested.

Bids shall remain open for acceptance for a minimum of 60 days.  The South East Midlands Local Enterprise Partnership (SEMLEP) expects to decide award of contract within 30 days of the closing date for submission of quotations.  

SEMLEP is not bound to accept any quotation or make any award from this quotation exercise. The contract will be awarded on the basis of the most economic and advantageous quotation based on the criteria as set out below.

The maximum points awarded for each category will be as follows: 

Resources/Quality = 65 %	Costs = 35 %

If you have any queries, please email Clare Harper Smith on enquiries@velocitybusinesssupport.com

Yours faithfully,


Gayle Pope
Partnership Services Manager
SEMLEP


Invitation to provide a Quotation for the delivery of Phase 3 of the Velocity Website - https://www.velocitybusinesssupport.com

Introduction 

1. You are invited to bid to deliver one or two lots of work towards the development of the Velocity Website Phase 3 -  1) Web content, and/or 2) Technical Build

2. The website will provide ‘Improved Online Services’ for users and will coincide with Velocity Events Programme which starts in September 2014. 

3. For this tender we are asking you to provide project proposals and prices for the delivery of the work packs per lots below.   Additional information in section 29 below.

Background Information 

4. About SEMLEP – the South East Midlands Local Enterprise Partnership (SEMLEP) is the 7th largest of the 39 private-public LEPs that were formed under the Coalition Government in 2011 to undertake activities that drive economic growth and local job creation. SEMLEP has a £39 billion economy, made up of 75,000 businesses and 1.8 million people.  Our geographic coverage extends from Bicester and Banbury in the west to Biggleswade in the east, and from Corby down to Cherwell and Luton, covering 11 Local Authorities.  As a small, strategic team, we strongly believe that effective partnerships with local business, local government, local education institutions and other LEPs are vital to our success. See www.semlep.com

5. SEMLEP and Velocity – Velocity is a business support programme for companies across the South East Midlands, which has been made possible thanks to grants worth £1.75 million from the Government’s Regional Growth Fund through Lancaster University and SEMLEP.  SEMLEP is responsible for the management of Velocity.

6. About Velocity Website - The website is the main programme support portal for businesses and other stakeholders. Its targeted business support for small-to-medium enterprises (5-249 employees) in the South East Midlands that are most able to deliver economic growth in terms of employment, sales and profitability. 

7. Velocity Phases 1 & 2 – The Velocity website was initially built during phase 1 with additional content and integration from ‘.gov’ websites during phase2. The specifications for Phase1 are included in appendix 1. 


Specification

8. Objective – Velocity Phase 3 is taking the website into improved functionality to coincide with the Velocity Events Programme which starts in September 2014. The revised website will be marketed as ‘Improved Online Services’ for users to access business support tools, post events and register for attendance; improved funding search tool; and more. 

9. Project – The work required to deliver this objective is divided into two lots and further divided into work packs. The lots are 1) Web Content, and 2) Technical Build. Suppliers can either bid for both lots or one. 

Web Content

10. Content Management Plan (CMP) – Velocity was populated from different sources and would benefit from being blended into a common style. In addition new content will be developed to support technical work for phase 3. At this stage SEMLEP would need to work with the supplier via a CMP to develop, deliver and manage the content requirements. The CMP will detail how the supplier will deliver the new content, images and copyrighting services and other work packs. The CMP should allow for flexibility so that SEMLEP can add/change content requirements.

11. Content Merge – Current web content were sourced and developed from different sites. Current and new content will all need to be merged into a single style and language.

12. New Content - New content would need to be developed and embedded on the revised website. This will require working with SEMLEP’s project team to design, build and embed new content. 

13. Copyright - Copyright services need to manage all the content on the site and that all the copyright, design and trademarks created during phase 1, 2 and now 3 will be assigned to SEMLEP.

14. Editorial – SEMLEP would need access and ease of content edits and updates; allows client to upload and publish content to the platform in real time.

Technical Build

15. Technical Delivery Plan (TDP) – the technical aspect of the project would require a TDP to outline and describe how the technical work packs, listed below, will be delivered. SEMLEP would need to work with the supplier via the TDP to develop, deliver and manage the technical requirements of phase 3. 

16. Events Management System (EMS) - The Velocity events programme is designed to be an integral and seamless part of the Velocity business support to high-growth SMEs in the South East Midlands geography.  An effective events system will need to be designed, build and managed to support the website.

17. Design and build an EMS with compatible platform/tool to Velocity website in order to facilitate effective online event management.

18. Allow users to post an event and/or book onto events via the portal and receive real-time confirmation emails via SEMLEP’s CRM system which has the booking system and with which the website will need to interface.

19. Funding Search Portal (FSP) – SEMLEP wants to make ‘searching for funding’ logical and easier for SMEs and other stakeholders.

20. Design, build and/or integrate FSP into Velocity. The portal (tool) should include all the funding data/links in the current site with scope to easily add funding info from other sources. Funding pages should be embedded into the Velocity page without going to external links. The portal should make it easy for users to navigate, access and browse. Allows users to register for more information/local support

21. Widgets make-good – Work with SEMLEP to identify widgets that are not responding/working properly; develop improvement plan, as part of the TDP, and resolve. An example is the register pop-ups. 

22. Platform neutrality – Ensure that new technical works and content are compatible with, and able to be viewed on all platforms (web browsers and versions).

23. Security – Ensure that security and firewall issues have been addressed.

24. Connectivity – Ensure that access to server is maintained; Downtime, disaster recovery and other issues are managed.

25. Testing – allow for a period (one week) of web testing; develop testing plan and criteria, as part of the TDP; carry out testing and report results and fix errors.  

26. Maintenance - Aftercare/maintenance plan would be required as part of the TDP. A minimum of 3 months is required. 

Procurement and timeframe

27. There will be two stages of procurement 
a. Response to tender – to evaluate the match and suitability of tender to the Velocity requirements.
b. Short-list Interview – the purpose of the interview is, for each work pack, to evaluate the presenters’ ability to deliver the work packs. Interviews are reserved for 23 July 2014.

28. The timescale for procurement and project delivery are as follow

	Issue the Invitation to Tender
	7 July 2014

	Closing date for tender submissions
	18 July 2014

	Notification of short-list interviews
	21 July 2014

	Short-list interviews
	23 July 2014

	Award of contract
	25 July 2014

	Inception meeting with Velocity team
	30 July 2014

	Completion of Phase 3 works
	29 August 2014

	Commence testing (one week) 
	1 September 2014

	Web Launch
	8 September 2014 



Response to tender 

29. Please include the following specific information in your tender document response

a. The bidding company – Company name; directors; project/tender team.
b. Confirmation on lots – Bidders need to confirm if they are bidding for one or two of the lots.
c. Price – The total cost for the project lot or lots (if responding to both lots). Cost per work pack would be accepted. 
d. Business model - Present a high-quality, compelling and relevant case why your company is most suitable for this project.
e. Experience – Identify and demonstrate where your company has undertaken same and/or similar type work; outline any success stories and testimonials if possible. 
f. Resource commitment – Identify the project team, resource or personnel dedicated for this project. CVs would be expected. Demonstrate resource capacity during the project timeline. 
g. Project proposals – Detailed proposal per lot/work pack; describe how your company will deliver the requirements; 
h. Project timeline – Projected timeline for delivery of lots/work packs. Maintenance/aftercare to be included.
i. Additional items – Suggestions outside the scope of the project that may be useful to consider for future works.

30. All tender submissions must also complete a set of standard quality control questions (see following pages) in order to be considered for this contract. 

31. All tender submissions should be sent by email no later than 12:00 Friday 18 July 2014 to:

Clare Harper Smith
Project Support Officer, Velocity
Email: enquiries@velocitybusinesssupport.com

Budget

32. The budget for Velocity Phase 3 project is c £10,000  + VAT  

33. No additional payments or expenses beyond the items specified are permitted.

Selection criteria
34. All submissions will be measured on the following basis:-

	Price
	35%

	Business Model
	5%

	Experience
	5%

	Resource
	15%

	Project proposals 
	25%

	Project timeline
	10%

	Additional items
	5%

	Total
	100%



35. All tender submissions will be subject to an Experian credit check.

Contact Information 

36. If you have any questions relating to this invitation to tender, please put them in an email to:

Clare Harper Smith
Project Support Officer, Velocity Growth Hub
Email: enquiries@velocitygrowthhub.com

All questions and their answers will be made public.

Please complete the following Quality Information and the Pricing Schedule attached in order that your bid maybe assessed 

Note: Failure to provide the required information requested may lead to your quotation being rejected.  During the evaluation process you may be asked to provide supplementary information, or be asked to attend an interview to discuss your tender in more detail. 

Environment 
	1
	[bookmark: OLE_LINK1]Have you been prosecuted in the last 3 years, for any environmental offence? Or have any case pending? If yes please give details
	Yes/No

	2
	[bookmark: OLE_LINK2]Has your company initiated any processes or actions in relation to improving your environmental performance? If yes please give details
	Yes/No



Equalities
	3
	[bookmark: OLE_LINK3]In the last three years, have any findings of unlawful discrimination been made against you or your firm by the Employment Tribunal, the Employment Appeal Tribunal or any other court or in comparable proceedings in any other jurisdiction?  If yes please give details
	Yes/No

	4
	[bookmark: OLE_LINK4]Is it your policy as an employer to comply with your statutory obligations under current equal opportunities legislation?  (Your practice must not treat one group of people less favourably than others because of their race, gender, age, religion or belief, disabilities or sexual orientation in relation to decisions to recruit, train or promote employees).
	Yes/No



Health and Safety / Quality Assurance
	5
	[bookmark: OLE_LINK5]Has your organisation, during the last 3 years been prosecuted or had a notice served for contravention of the health and safety at work act 1974 or associated regulations or been the subject of a formal investigation by the Health and Safety Executive or similar national body charged with improving health and safety standards? If yes please give details
	Yes/No

	6
	[bookmark: OLE_LINK7][bookmark: OLE_LINK9]Does your organisation have a written health and safety at work policy, with arrangements for implementing and monitoring the policy?
	Yes/No

	7
	[bookmark: OLE_LINK6][bookmark: OLE_LINK8]Does your organisation hold a recognised quality management certification for example BS/EN/ISO 9000 or have a quality management system? (“System” means processes and procedures to ensure that the subject is properly managed. This includes making sure that legal requirements are met) If yes please give details
	Yes/No



Insurances -In event of award you may be required to provide evidence to Velocity that you meet the below requirements or prior agreed levels 

[bookmark: _GoBack]
	8
	[bookmark: OLE_LINK10]Employer’s Liability: 
Please advise what insurance you hold
	£

	9
	Public Liability: 
Please advise what insurance you hold
	£

	10
	Professional Indemnity:  (where appropriate)
Please advise what insurance you hold
	£



References - Please provide details from two recent contracts you have undertaken that are relevant to Velocity’s requirement.
	11
	Organisation Name :
Works Goods or Services supplied:
Contract Details:
Email:
Contract duration : from -  to
	

	12
	Organisation Name :
Works Goods or Services supplied:
Contract Details:
Email:
Contract duration : from -  to
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