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ECITB
	
[bookmark: _Toc320621287][bookmark: _Toc185262482]Section 1	Instructions to Tenderers


1. [bookmark: _Toc185262483][bookmark: _Toc185502853]About this Invitation to Tender

1.1 [bookmark: _Toc185262484][bookmark: _Toc185502854][bookmark: _Toc119059562][bookmark: _Toc119059948][bookmark: _Toc119059949]Thank you for your interest in this opportunity.  The procurement documents concerning this opportunity include the following (all of which have been made available to Tenderers via Find a Tender Service (FTS) under reference <insert ref from FTS>:
1.2 This tender is being carried out as a below threshold open procedure in accordance with the Procurement Act 2023.
1.3 [bookmark: _Toc185262485][bookmark: _Toc185502855]Invitation to Tender (or “ITT”), i.e. this document which provides Tenderers with further details of the procurement process (Section 1);
1.4 [bookmark: _Toc185262486][bookmark: _Toc185502856]ECITB Specifications(s) relating to this procurement (Section 2);
1.5 [bookmark: _Toc185262487][bookmark: _Toc185502857]ECITB Form of Contact relating to this procurement (Section 3);
1.6 [bookmark: _Toc185262488][bookmark: _Toc185502858]ECITB Scoring Criteria and Evaluation Methodology (Section 4);
1.7 [bookmark: _Toc185262489][bookmark: _Toc185502859]This ITT also includes the following appendices:
A. [bookmark: _Toc185262490][bookmark: _Toc185502860]Appendix A: Schedule of Prices (For completion)
B. [bookmark: _Toc185262491][bookmark: _Toc185502861]Appendix B: Tender Response Form (For completion)
C. [bookmark: _Toc185262492][bookmark: _Toc185502862]Appendix C: Tender Certificate (For completion)
D. [bookmark: _Toc185262493][bookmark: _Toc185502863]Appendix D:  Commercially Sensitive Information (For completion as required)


2. [bookmark: _Toc185262494][bookmark: _Toc185502864]About the ECITB

2.1	The Engineering Construction Industry Training Board (ECITB) is the employer-led skills, standards and qualifications body for the development of the engineering construction workforce of Great Britain. An arms-length body of the UK Government, the ECITB reports to the Department for Education. Our vision is a trailblazing Engineering Construction Industry where critical infrastructure, energy security and net zero ambitions are achieved.

2.2	The ECITB works with employers and training providers to attract, develop and qualify the engineering construction workforce in a wide range of craft, technical and professional disciplines. We invest about £28 million each year to support skills development within the industry.

2.3 	More information about the ECITB can be found here: What is the ECITB? - ECITB


3. [bookmark: _Toc185262495][bookmark: _Toc185502865]Introduction

1. 
2. 
3. 
3.1 The ECITB wishes to appoint a provider to fulfil its requirement for the services of a Project Management Consultant for the ECITB’s general ledger (GL) refresh project this summer. The initial Contract term will be for 12 months, with an optional extension of 12 months.  

We though envisage the initial programme to only last for 6-8 weeks due to its low complexity commencing implementation ideally in June 2025.  The deadline for go live with our new software, including full implementation and testing phases is August/September 2025. The ECITB may require additional services to support future software/App add-ons (to be costed separately).  

3.2 The scope of the ECITB’s requirements for this contract can be found within Section 2: Specification(s).  Tenderers are encouraged to review specification documents carefully to understand the full requirements for this proposed contract.



4. [bookmark: _Toc185262496][bookmark: _Toc185502866]Submission of ITT responses

4.1 [bookmark: _Toc119059594][bookmark: _Toc119060011][bookmark: _Toc185262497][bookmark: _Toc185502867]Tenderers must submit their ITT responses in accordance with the requirements of this ITT no later than the deadline stipulated in paragraph 6, Indicative Timetable below which must comprise the following:
4.1.1 [bookmark: _Toc185262498][bookmark: _Toc185502868]Completed Appendix A: Schedule of Prices 
4.1.2 [bookmark: _Toc185262499][bookmark: _Toc185502869]Completed Appendix B: Tender Response Form 
4.1.3 [bookmark: _Toc185262500][bookmark: _Toc185502870]Completed Appendix C: Tender Certificate 
4.1.4 [bookmark: _Toc185262501][bookmark: _Toc185502871]Completed Appendix D:  Commercially Sensitive Information (as required)
4.2 [bookmark: _Toc185262502][bookmark: _Toc185502872]Any ITT responses received after the ITT Tender Submission deadline stated will be rejected.
4.3 [bookmark: _Toc185262503][bookmark: _Toc185502873][bookmark: _Toc119059597][bookmark: _Toc119060018]Responsibility for the timely submission of completed ITT responses rests solely with the Tenderer.
4.4 [bookmark: _Toc185262504][bookmark: _Toc185502874]ITT responses must be submitted via email to procurement@ecitb.org.uk   For the avoidance of doubt, submission via any other means will not be accepted by the ECITB.
4.5 [bookmark: _Toc185262505][bookmark: _Toc185502875]The ITT response shall be submitted on the basis that the offer in it shall remain in force for a minimum of six months from the date fixed for the submission of Tenders.
4.6 [bookmark: _Toc185262506][bookmark: _Toc185502876]In the event of acceptance by the ECITB of a Tender and closure of the tender process, Tenderers shall execute the contract within 10 business days of such acceptance (or otherwise as agreed with the ECITB).
4.7 In the event that the ECITB and the highest scoring Tenderer are unable to enter into a contract on the agreed terms, the ECITB reserves the right to award the contract to the next highest scoring Tenderer, without further competition.
4.8 Please read and ensure compliance with the Procurement terms and conditions contained in Appendix B.
5. [bookmark: _Toc185262507][bookmark: _Toc185502877]Form and Content of ITT Responses
5.1 [bookmark: _Toc119059598][bookmark: _Toc119060019][bookmark: _Toc185262508][bookmark: _Toc185502878]ITT responses must be in English.
5.2 [bookmark: _Toc119059599][bookmark: _Toc119060020][bookmark: _Toc185262509][bookmark: _Toc185502879]All financial information submitted in a Tenderer’s response must be denominated in Sterling (GBP), except where financial information is provided in a certified supporting document (such as a set of financial statements) where it is sufficient for the information to remain in the original currency.  If financial information is being converted from one currency into GBP, the exchange rate used should be clearly stated, together with the date on which the relevant exchange rate was applied.
5.3 [bookmark: _Toc185262510][bookmark: _Toc185502880]Each question will only be evaluated on the information provided in response to that question and therefore all pertinent information should be included in response to each relevant question.
5.4 [bookmark: _Toc119059601][bookmark: _Toc119060022][bookmark: _Toc185262511][bookmark: _Toc185502881]Tenderers must not:
5.4.1 [bookmark: _Toc119060023][bookmark: _Toc185262512][bookmark: _Toc185502882]cross-reference answers from one response to another, even where there is commonality, unless this is specifically permitted by the question;
5.4.2 [bookmark: _Toc119060024][bookmark: _Toc185262513][bookmark: _Toc185502883]include any embedded document.  If an attachment is required by the ITT, please provide this as a separate file, ensuring that it is clearly named and referenced to the relevant section of the ITT;
5.4.3 [bookmark: _Toc119060025][bookmark: _Toc185262514][bookmark: _Toc185502884]exceed the maximum page limit allowed for the response;
5.4.4 [bookmark: _Toc119060026][bookmark: _Toc185262515][bookmark: _Toc185502885]use a font size smaller or larger than 10;
5.4.5 [bookmark: _Toc119060027][bookmark: _Toc185262516][bookmark: _Toc185502886]change the format of any of the response documents, including spreadsheets, included in this ITT and any associated documents; or
5.4.6 [bookmark: _Toc119060028][bookmark: _Toc185262517][bookmark: _Toc185502887]include any extraneous information which has not been specifically requested in the ITT including, for example, promotional literature, standard terms of trading etc.
5.4.7 [bookmark: _Toc185262518][bookmark: _Toc185502888]In the event that the Contract is split into Lots, these instructions will apply to each Lot individually.
5.4.8 [bookmark: _Toc185262519][bookmark: _Toc185502889]For bids for multiple Lots, each lot will require its own ITT submission.


6. [bookmark: _Toc185262520][bookmark: _Toc185502890][bookmark: _Ref118900065][bookmark: _Toc119059567][bookmark: _Toc119059961]Indicative Timetable

6.1. [bookmark: _Toc184801874][bookmark: _Toc185262521][bookmark: _Toc185502891]The timetable below is indicative only and may be varied as necessary at the ECITB’s sole discretion:

	ITT Stage
	Date  

	ITT issue  
	17 April 2025
  

	Tenderers Clarification Question Period Deadline  
	By 17:00 30 April 2025
  

	ITT Submission Deadline  
	By 17:00 on 12 May 2025


	Evaluation/Post Tender Clarifications/Moderation  
	From 13 to 16 May 2025

	Notification of Contract Award Decision, week commencing
	19 May 2025 

	Contract Award and Board approvals, week Commencing  
	19 May 2025 

	Anticipated Contract Start Date 
	02 June 2025






7. [bookmark: _Toc185262522][bookmark: _Toc185502892]The Procurement Process

7.1 [bookmark: _Toc119059568][bookmark: _Toc119059962][bookmark: _Toc185262523][bookmark: _Toc185502893]The ECITB will be following a below threshold open process for this procurement.
7.2 [bookmark: _Toc185262524][bookmark: _Toc185502894]The aim of the ITT process is to identify the Most Advantageous Tender that attracts the highest, weighted score.

8. [bookmark: _Toc185262525][bookmark: _Toc185502895]Evaluation of ITT Responses

8.1 [bookmark: _Toc119059577][bookmark: _Toc119059990][bookmark: _Toc185262526][bookmark: _Toc185502896]Tenderers’ responses to the ITT questions will be evaluated in accordance with the criteria set out in Section 4 of this document.
8.2 [bookmark: _Toc119059578][bookmark: _Toc119059991][bookmark: _Toc185262527][bookmark: _Toc185502897]Each of the questions set out in Appendix A (Schedule of Prices) and Appendix B (Tender Response Form) fall within one of the following evaluation categories:
8.2.1 [bookmark: _Toc119059992][bookmark: _Toc185262528][bookmark: _Toc185502898]“FIO” – this means the response is for information only, and will not be evaluated; however, in order to provide a compliant response Tenderers must answer these questions in full to the extent they are applicable;
8.2.2 [bookmark: _Toc119059993][bookmark: _Toc185262529][bookmark: _Toc185502899]“P/F” – the response will be assessed as being either a “Pass” or “Fail” in accordance with the explanations given for each individual question; or
8.2.3 [bookmark: _Toc119059994][bookmark: _Toc185262530][bookmark: _Toc185502900]“Scored” – the response attracts a specific weighting as identified and will be scored in accordance with the stated methodology.
8.3 [bookmark: _Toc119059579][bookmark: _Toc119059995][bookmark: _Toc185262531][bookmark: _Toc185502901]Section 3 of this ITT contains information highlighting each ITT question, its designated evaluation category and either the Pass/Fail explanations or scoring methodologies as appropriate.
8.4 [bookmark: _Toc119059580][bookmark: _Toc119059996][bookmark: _Toc185262532][bookmark: _Toc185502902]Tenderers’ ITT responses will be assessed in the following stages:
[bookmark: _Toc119059581][bookmark: _Toc119059997][bookmark: _Toc185262533][bookmark: _Toc185502903]Stage 1 – Completeness check
8.5 [bookmark: _Toc119059582][bookmark: _Toc119059998][bookmark: _Toc185262534][bookmark: _Toc185502904]In the first instance, Tenderers’ responses will be assessed for completeness to ensure that the Tenderer has provided a full response to all questions and in accordance with the requirements set out in the ITT documents.  Any Tenderer which has not provided a complete response in accordance with the stated requirements may, subject to the ECITB’s right of clarification, be excluded from further participation in this procurement.  For the avoidance of doubt, Tenderers who submit an ITT response which is materially incomplete, such that any omissions cannot be resolved by way of simple explanation, will be excluded from the procurement at this point.
[bookmark: _Toc119059583][bookmark: _Toc119059999][bookmark: _Toc185262535][bookmark: _Toc185502905]Stage 2 – Pass/Fail check
8.6 [bookmark: _Toc119059584][bookmark: _Toc119060000][bookmark: _Toc185262536][bookmark: _Toc185502906]At this stage, Tenderers will have their responses to those questions set out in the ITT which are designated as Pass/Fail assessed against the relevant criteria.  An explanation as to what constitutes a “Pass” and a “Fail” for each question is contained in 16. Evaluation Methodology: Pass / Fail Criteria (Table 3) to this document.  For the avoidance of doubt, a Tenderer which receives a “Fail” for any of these questions will, subject to the ECITB’s right of clarification, be excluded from further participation in this procurement at this point and the ECITB reserves the right not to evaluate such Tenderer’s response further.
[bookmark: _Toc119059585][bookmark: _Toc119060001][bookmark: _Toc185262537][bookmark: _Toc185502907]Stage 3 – Scoring

8.7 [bookmark: _Toc119059586][bookmark: _Toc119060002][bookmark: _Toc185262538]Only those Tenderers which have passed stages 1 and 2 above will proceed to this phase of the evaluation process.  At this point, the ECITB will consider those Tenderers’ responses to the “Scored” ITT questions against the award criteria set out in 15.2 Scoring Matrix (Table 1) and will then apply the weightings as detailed in 15.4 Question Weightings (Table 2).  The ECITB will then identify the highest scoring Tenderer who will, subject to the ECITB’s discretion and due diligence checks, be awarded the contract. 
8.8 [bookmark: _Toc119059587][bookmark: _Toc119060003][bookmark: _Ref145679766][bookmark: _Toc185262539][bookmark: _Toc185502908]Where there is a tie for first place, the ECITB will invite the Tenderer who scores the highest score in respect of Question 1. If this continues to result in a tie, the ECITB will invite the Tenderer who scores the highest in respect of Question 4 and this process shall be repeated by considering responses in the following order, until the highest scoring Tenderer is identified:
8.8.1 [bookmark: _Toc185262540][bookmark: _Toc185502909][bookmark: _Toc119060004]Question 2 (i.e. the ECITB will consider which Tenderer has achieved the highest overall score for Questions 2, depending on which question the Tenderers concerned have responded to);
8.8.2 [bookmark: _Toc185262541][bookmark: _Toc185502910]And so forth for Question 3 and then 5;
[bookmark: _Toc185262542][bookmark: _Toc185502911]
8.9 [bookmark: _Toc185262543][bookmark: _Toc185502912]While the ECITB will endeavour to evaluate ITT responses in the order set out above, the ECITB reserves the right to conduct such stages in an alternative order and/or simultaneously, in the event that this is deemed the more expedient approach to facilitate adherence to the procurement timetable.


9. [bookmark: _Toc185262544][bookmark: _Toc185502913]Acceptance of Tender

9.1 The ECITB shall not be under any obligation to accept any Tender. 

9.2 The ECITB shall not be under any obligation to accept the lowest priced Tender.

9.3 The ECITB reserves the right to cancel the entire or parts of the Tender, without such an action conferring any right to compensation on the Tenderers.

9.4 At no time should the Tenderer, prior to submitting or following the bid submission, communicate with any person within the ECITB.  Failure to abide by this ruling could disqualifying the Tenderer’s proposal from being considered.  All communication should be conducted via email to the Procurement Team at procurement@ecitb.org.uk

9.5 The Tender must be based upon the terms, conditions and specification(s) set out in these documents; otherwise, it may be rejected as being unsuitable and non-compliant.  The Form of Tender may not be modified in anyway.

9.6 Tenderers will be notified of the outcome of their Tender submission at the time stated in the tender timetable above, though this may be subject to change at the ECITB’s discretion.

9.7 If a Tender appears to be abnormally low in relation to the supplies, services or works to be provided, the ECITB will request a clarification in writing and/or explanation concerning its elements.  The ECITB reserves the right to exclude a Tender, if after a verification process based on the explanations and evidence received it concludes that the Tender is abnormally low.

10. [bookmark: _Toc185262545][bookmark: _Toc185502914]Pricing

10.1 Prices shall be submitted in accordance with the Schedule of Prices template within Appendix B.

10.2 Unit rates and prices must be denominated in Sterling (GBP). Pricing should be submitted exclusive of Value Added Tax (VAT), unless specified otherwise.

10.3 If the ECITB suspects that there has been an error in pricing of the Tender, the ECITB reserves the right to seek clarification as it considers necessary from that Tenderer only, though is under no obligation to do so.


11. [bookmark: _Toc185262546][bookmark: _Toc185502915]Amendments to the Tender Documents

11.1 The ECITB reserves the right to make changes to the ITT and its related documentation.  Should any changes be required, due to omission or error by the ECITB, revised documentation will be uploaded to Contracts Finder, with any changes redlined.

12. [bookmark: _Toc185262547][bookmark: _Toc185502916]Clarification Questions

12.1 [bookmark: _Toc119059588][bookmark: _Toc119060005][bookmark: _Toc185262548][bookmark: _Toc185502917][bookmark: _Toc119059589][bookmark: _Toc119060006]Tenderers must only submit clarification questions, and otherwise communicate with the ECITB, in accordance with the process set out in this paragraph.  
12.2 [bookmark: _Toc185262549][bookmark: _Toc185502918][bookmark: _Toc119059590][bookmark: _Toc119060007]Any clarification questions arising from the procurement documents, including this ITT, should be raised in writing via email to procurement@ecitb.org.uk  as soon as possible and in any event, no later than the deadline stipulated in paragraph 6, Indicative Timetable above.  The ECITB may, at its absolute discretion (but shall not be obliged to), respond to any queries submitted after this date.  The ECITB will endeavour to respond to all clarification questions promptly.
12.3 [bookmark: _Toc185262550][bookmark: _Toc185502919]All such queries received, together with the ECITB’s responses, will, where possible, Tenderers be circulated to all Tenderers who have requested and obtained the procurement documents. 
12.4 [bookmark: _Toc185262551][bookmark: _Toc185502920]To enable this process, Tenderers should register their interest in the ITT via procurement@ecitb.org.uk after download of the documents from Find a Tender Service (FTS).  This will support the clarification process and transparency here.  
12.5 [bookmark: _Toc185262552][bookmark: _Toc185502921][bookmark: _Toc119059591][bookmark: _Toc119060008]Notwithstanding this general position, there may be occasions when the ECITB considers the clarification question or its response to be commercially sensitive and, as such, the ECITB reserves the right to respond only to the Tenderer raising the particular clarification.
12.6 [bookmark: _Toc185262553][bookmark: _Toc185502922][bookmark: _Toc119059592][bookmark: _Toc119060009]Where a Tenderer seeking clarification considers its question to be commercially sensitive, the Tenderer should mark the clarification question “COMMERICALLY SENSITIVE”.  The decision as to whether a clarification question is commercially sensitive or not rests solely with the ECITB.  If the ECITB considers that it is able to answer the clarification question on a sensitive basis, then it shall do so.  However, if the ECITB considers that it is unable to answer the clarification question on a sensitive basis, then it will give the Tenderer seeking clarification the opportunity to remove any commercially sensitive marking and allow the question to be answered in the normal way.  If a Tenderer does not agree, the clarification will be considered withdrawn and will not be answered.
12.7 [bookmark: _Toc185262554][bookmark: _Toc185502923]If as a result of a clarification question or otherwise, the ECITB is of the opinion that the procurement documents require amendment then the ECITB shall be entitled to do so by giving notice via Find a Tender (FTS).


13. [bookmark: _Toc185262555][bookmark: _Toc185502924]Equality, Diversity and Inclusion (EDI)

[bookmark: _Toc185262556][bookmark: _Toc185502925]	The successful Tenderer shall provide and adhere to their Equality, Diversity and Inclusion Policy. 
















[bookmark: _Toc320621302][bookmark: _Toc185262557][bookmark: _Toc185502926]Section 2 	Specification(s)


ECITB Specification - P2503-1 GL Refresh Project Manager V1.1








[bookmark: _Toc320621304]

[bookmark: _Toc185262558][bookmark: _Toc185502927]Section 3	Form of Contract



20241212 ECITB Service Provision Agreement P2503-1 PM Consultant v1.1


























































[bookmark: _Toc185262559][bookmark: _Toc185502928]Section 4	Scoring Criteria and Evaluation Methodology



14	Price Submission (25% weighting) 

14.1	Scores will be awarded for price on the following basis:

The lowest Total Price in Sterling GBP (excluding VAT) will be awarded the highest score (a mark of 25%).  

All other Tenderers will be awarded pro rata scores on the relative competitiveness of their Total Price compared to the Lowest Total Price e.g. (Total Price – Lowest Total Price / Total Price * 100) = X%. This percentage will be deducted from the total score (25%) available for the Total Price.

The ECITB will also take a view on the allocation of hours to the roles noted, to ensure this represents a realistic view and best value for the project delivery.  The ECITB may, at their sole discretion, seek clarity on the submitted pricing and any breakdowns provided.

14.2	All pricing submissions should be in accordance with Appendix A – Pricing Schedule.


15	Quality / Non priced Submission (75% weighting)
15.1 	The evaluation panel will use the below scoring methodology for the evaluation of tenderer’s ITT submissions for the questions marked as ‘Scored’.
15.2	Scoring Matrix (Table 1):
	The following scoring system will be used to score those questions marked as ‘Scored’.
	Score
	Definition
	Description

	
10
	
Excellent
	The Tenderer has provided a response which addresses
all requirements of the question and provides the ECITB the utmost level of confidence.

	7
	Good
	The Tenderer has provided a response which addresses all requirements of the question and provides the
ECITB a good level of confidence.

	
5
	
Adequate
	The Tenderer has provided a response which addresses all requirements of the question and provides the ECITB an adequate level of confidence.

	
3
	
Poor
	The Tenderer’s response fails to address all requirements of the question and/or the ECITB has
serious reservations.

	0
	Unacceptable
	Response does not answer the question and/or is irrelevant and/or is otherwise unacceptable.











15.3 	Weightings will then be applied to those questions that are ‘scored’ as follows.

15.4	Question Weightings (Table 2):
	Evaluation Category
	Question Number(s)
	Question
	Weight (%)

	 Information
	1.1
	 Tenderer Information
	N/A

	 Pass/Fail

	2.1 – 10.1
	 Mandatory questions
	N/A

	 Pricing 
	Appendix A
	 Schedule of Prices submission
	25%

	 Quality / Technical
	Appendix B

	Quality / Technical submission
	


	
	1
	Project Manager Experience and Capability
	23%

	
	2
	Relevant Experience and Contract Examples
	10%

	
	3
	Relevant Case Studies
	10%

	
	4
	Proposed Programme
	22%

	
	5
	Project Risks and Mitigations
	10%

	
	
	Quality Total
	75%

	
	
	Overall Total
	100%




16. 	Evaluation Methodology: Pass / Fail Criteria (Table 3)

	Question(s)
	Evaluation Category
	Scoring Methodology
	Weighting

	2.1 to 4.1


	Pass/Fail
	Exclusion Grounds
Pass = None of the mandatory or discretionary exclusion grounds apply to the Tenderer or its Connected Persons OR one or more of the exclusion grounds does apply but the Tenderer has satisfactorily demonstrated its reliability and has therefore been considered to have ‘self-cleaned’
Fail = A mandatory or discretionary exclusion ground applies to the Tenderer or its Connected Persons and the Tenderer has not satisfactorily demonstrated its reliability and has therefore not been considered to have ‘self-cleaned’.
Pass/fail criteria for Key Sub-Contractors
As stated above in respect of Tenderers.
Where one or more of the Tenderer’s Key Sub-Contractors is deemed to ‘fail’ the above-mentioned criteria, however the Tenderer itself is deemed to ‘pass’ this Question, the ECITB shall notify the Tenderer concerned and may provide the Tenderer with the opportunity to propose an alternative Key Sub-Contractor. However, in deciding whether to permit this, the ECITB will have regard to whether this would be permissible by the Regulations and in particular, whether this will comply with the principle of equal treatment of all Tenderers..
	N/A

	5.1
	Pass/Fail

	Economic and Financial Standing
Pass = where the Tenderer selected ‘Yes’ in response to question 5.1, agreeing to its economic and financial standing being checked prior to executing any contract with the ECITB 
Fail = where the Tenderer selected ‘No’ in response to question 5.1, not agreeing to its economic and financial standing being checked prior to executing any contract with the ECITB.

Additional Information:
Prior to executing any contract with a successful Tenderer, the ECITB will carry out checks and analysis on that Tenderer to determine whether the Tenderer (or its
guarantor) has the necessary economic and financial standing to deliver the contract in accordance with the ECITB’s requirements.
Should the ECITB, based on its combined analysis, identify a concern regarding the Tenderer’s economic and financial standing which the ECITB considers to pose a material risk to its ability to deliver the ECITB’s contract requirements, and which is not addressed by any offered guarantee from a parent or group company or other entity whose financial standing does not pose a similar material risk, the ECITB at is sole discretion, may decide not to award the contract to that bidder.

The ECITB may give the Tenderer the opportunity to respond to or clarify the material risk which the ECITB has identified and provide any mitigating circumstances or reasons why this should not be treated as a material risk.  This is though at the sole discretion of the ECITB.

In making this assessment, the ECITB will consider the following factors, in combination, as measures of the Tenderer’s (or its guarantor’s) financial standing, prior to execution of any contract:

1. Financial stability: Whether the Tenderer (or any guarantor) can demonstrate a stable trading position, typically whether it has consistently made a profit over the last two financial years (or the number of years of trading if less than two years); or, where there has been a loss, a clear explanation for the future stability of trading can be provided (i.e. loss arose due to early investment in a project or was exceptional and a return to profitability is expected);
2. Scale: That the indicative contract value does not form a disproportionate proportion of the Tenderer’s (or any guarantor’s) business, typically that the Tenderer’s annual turnover is at least twice the indicative value of a contract or group of contracts (as defined by the number of lots bid for by a Tenderer, if lotting applies to this procurement).

3. Other financial concerns: Where any further financial information relating to the Tenderer which is in the public domain identifies any other material concerns as to the Tenderer’s financial standing or stability.

Key Sub-Contractors

Prior to executing any contract with a successful Tenderer, the ECITB will also assess the economic and financial standing of any Key Subcontractors proposed by the Tenderer at its sole discretion, to the criteria noted above.


	N/A

	6.1 to 10.1
	Pass/Fail
	Pass = where the Tenderer selected ‘Yes’ in response to the question, and where required, has provided any requested policies or other documents, (unless N/A has been selected where there is an option, which shall also constitute a pass)
Fail = where the Tenderer selected ‘No’ in response to the question, or where required, has not provided any requested policies or other documents.
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[bookmark: _Toc185262560][bookmark: _Toc185502929]Appendix A	Schedule of Prices 


INSTRUCTIONS FOR COMPLETION

Tenderers are required to complete the Schedule of Prices and return as part of their ITT response.  Tenderers shall:

1. Complete all required sections;
2. Not add further columns or rows or alter the Schedule of Prices in any way, unless specifically instructed to do so;
3. Ensure that each element within the Schedule of Prices totals correctly to two decimal places;
4. Submit their costs which are inclusive off all KNOWN Government legislative increases; and
5. Ensure that all prices must are quoted in Sterling (GBP) to two decimal places, exclusive of Value Added Tax (VAT).


Inaccurate completion of the Schedule of Prices will be taken into account when deciding whether the Tender submission can be accepted by the ECITB.


Appendix A - Schedule of Prices P2503-1 V1.1






[bookmark: _Toc185262561][bookmark: _Toc185502930]Appendix B	Tender Response Form 

Tenderers are required to respond to each of the items below by inserting their response to the question within the box marked Response.

1. Your Company Information (For Information Only)


	Question number
	Question
	Response

	1.1(a)
	Name (if registered, please give the registered name)
	 

	1.1(b) – (i)
	Registered address (if applicable) or head office address
	 

	1.1(b) – (ii)
	Registered website address (if applicable)
	 

	1.1(c)
	Trading status
a) - public limited company
b) - private limited company
c) - limited liability partnership
d) - other partnership
e) - sole trader
f) - third sector
g) - other (please specify your trading status)
	 

	1.1(d)
	Date of registration (if applicable) or date of formation.
	 

	1.1(e)
	Registration number (company, partnership, charity, etc if applicable).
	 

	1.1(f)
	Registered VAT number.
	 

	1.1(g) - (i)
	Are you registered with the appropriate professional or trade register(s) specified for this procurement in the country where your organisation is established?
	Yes      ▢        No       ▢


	1.1(g) - (ii)
	If you responded yes to 1.1(g) - (i), please provide the relevant details, including the name of the register and registration number(s), and if evidence of registration is available electronically, please provide
- the website address,
- issuing body
- reference number.
	 i.e.: UKPRN, 

	1.1(h)
	Are you a Small, Medium or Micro Enterprise (SME)?
	Yes      ☐             No        ☐

	1.1 (i)
	Is your organisation influenced or controlled by another person or company?

A 'connected person' is someone who influences or controls your company.

It includes people with significant control and any other individual or company other than yourself that has a declarable interest in your organisation.

For example, a director, a trust, a majority shareholder or a parent or subsidiary company.

	Yes      ☐             No        ☐

	1.1 (j)
	If you have selected ‘Yes’, please select one from the list: 
 

	☐  Organisation (go to 1.1 (k))
☐  Individual (go to 1.1 (n))
☐  Trustee or trust (go to 1.1 (n))


	1.1 (k)
	If you have selected ‘Organisation’, please select one from the list

	Is the Organisation:

☐ registered company
☐ director or organisation with the same responsibilities
☐ parent or subsidiary company
☐ a company your organisation has taken over
☐ any other organisation with significant influence or control.

	
	
	

	1.1(l)
	Please provide details of this organisation (‘connected person’):
- Organisation Name,
- Registered or head office address,
- Registration number (if applicable),
- VAT number (if applicable),
Please enter N/A if not applicable)
-Trading Status (Limited, LLP etc.)

If there is also an Ultimate Parent Company, please provide these details also.
	 

	1.1(m)
	Which specified conditions of control does this Organisation have (‘connected person’)?
	Select all that apply from the list:

☐ Owns shares
Directly or indirectly holds more than 25% of the company's shares

☐ Has voting rights
Directly or indirectly holds more than 25% of the voting rights in the company

☐ Can appoint or remove directors -
Directly or indirectly holds the right to appoint or remove a majority of the company's board of directors

☐ Has other significant influence or control - Has the right to exercise, or exercises, significant influence or control over company. As defined in the person of significant control (PSC) guidance

☐ None apply


	1.1 (n)
	If you selected ‘Individual’ or ‘Trust’, please complete the following fields: 

The 'connected person' that has control or influence over your organisation should fall into one of these categories (please select on from the list):
	☐ person with significant control
☐ director or individual with the same responsibilities
☐ any other individual with significant influence or control

	1.1 (o)
	Enter the person with significant control's details:

	· First name
· Last night
· DOB
· Nationality
· Registered address (Head office or as Companies House)

	1.1 (p)
	Which specified conditions of control does this Individual or Trust have (‘connected person’)?
	Select all that apply from the list:

☐ Owns shares
Directly or indirectly holds more than 25% of the company's shares

☐ Has voting rights
Directly or indirectly holds more than 25% of the voting rights in the company

☐ Can appoint or remove directors -
Directly or indirectly holds the right to appoint or remove a majority of the company's board of directors

☐ Has other significant influence or control - Has the right to exercise, or exercises, significant influence or control over company. As defined in the person of significant control (PSC) guidance

☐ None apply








2. Pass/ Fail Criteria:  Mandatory Questions

Please complete all questions.

	Question number
	Question
	Declaration

	2.1 (a)
	You must tell us if there are any circumstances that may exclude you as a supplier from the procurement process because your organisation or a connected person committed an offence.

Offences are listed as 'mandatory exclusion grounds' and 'discretionary exclusion grounds' in the Procurement Act 2023.

Please select any that apply to your organisation or a ‘connected person’ – please ensure any connected person is also declared above.


	 

	-
	Mandatory exclusions

Penalties and other events 

Defined in schedule 6 of the Procurement Act 2023.  

Please select any that apply using the check boxes:
	☐ Adjustments for tax arrangements that are abusive
☐ Competition law infringements
☐ Defeat in respect of notifiable tax arrangements
☐ Failure to cooperate with an investigation
☐ Finding by HMRC, in exercise of its powers in respect of VAT, of abusive practice
☐ Penalties for transactions connected with VAT fraud and evasion of tax or duty
☐ Penalties payable for errors in tax documentation and failure to notify, and certain VAT and excise wrongdoing


	-
	

Mandatory exclusions

Convictions

Please select any that apply using the check boxes:
	

☐ Defined in schedule 6 of the Procurement Act 2023 (opens in new tab).
☐ Ancillary offences - aiding, abetting, encouraging or assisting crime
☐ Cartel offences
☐ Corporate manslaughter or homicide
☐  Labour market, slavery and human trafficking offences
☐  Organised crime
☐  Tax offences
☐  Terrorism and offences having a terrorist connection
☐  Theft, fraud and bribery


	-
	Discretionary exclusions

Defined in schedule 7 of the Procurement Act 2023

Please select any that apply using the check boxes:

	☐  Acting improperly in procurement
☐  Breach of contract and poor performance
☐  Environmental misconduct
☐  Infringement of Competition Act 1998, under Chapter II prohibition
☐  Insolvency or bankruptcy
☐  Labour market misconduct
☐  Potential competition and competition law infringements
☐  Professional misconduct
☐  Suspension or ceasing to carry on all or a substantial part of a business


	-
	If you have checked any exclusions within question 2.1(a), did these exclusions happen in the UK?
	☐ Yes

☐ No

☐ Not applicable


	-
	If you have checked any exclusions within question 2.1(a), select who the exclusion applies to. 
(If it applies to someone not listed, you must first add them as a connected person.):
	☐ Supplier

☐ Connected Person (Organisation, Individual or Trust)

☐ Not applicable

	-
	Where the contracting authority can contact someone about the exclusion, please provide a contact (name, organisation, role, email address):
	Named contact
Organisation
Role
Email address

	-
	Give us your explanation of the event. For example, any background information you can give about what happened or what caused the exclusion.  

Any supporting documents, please upload these and share the file name

Was the decision recorded on a public authority website (For example, the outcome of a court decision for a conviction or other event.)?

	



Explanation



File Name



If yes, please provide web address

	-
	Please tell us how the exclusion is being managed. You must tell us what you or the person who was subject to the event:

· have done to prove it was taken seriously - for example, paid a fine or compensation
· have done to stop the circumstances that caused it from happening again - for example, taking steps like changing staff or management or putting procedures or training in place
· are doing to monitor the steps that were taken - for example, regular meetings


	

	-
	Have the circumstances that led to the exclusion ended?  If yes, enter the date the circumstances ended.

For example, a court decision for environmental misconduct led your organisation or the connected person to stop harming the environment.
	Please share the date:

[Date]

	
	
	

	3.1
	Please read:  You are a relevant commercial organisation subject to Section 54 of the Modern Slavery Act 2015 if you carry on your business, or part of your business in the UK, supplying goods or services and you have an annual turnover of at least £36 million.

If you are a relevant commercial organisation, please:

- confirm that you have published a statement as required by Section 54 of the Modern Slavery Act.
- confirm that the statement complies with the requirements of Section 54.
	









Yes      ☐   No       ☐      ☐ N/A



	4.1
	Insurance

Please confirm 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 = £5m
Public Liability Insurance = £1m
Professional Indemnity Insurance = £1m

*There is a legal requirement for certain employers to hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. See the Health and Safety Executive website (PDF, 133KB) for more information
	






Yes      ☐    No     ☐

Yes      ☐    No     ☐
Yes      ☐    No     ☐




	5.1
	Financial Standing

Prior to the execution of any contract, the Tenderer accepts it will be subject to financial checks to its economic and financial standing. This will include any guarantors or Parent Companies as required and solely at the ECITB’s discretion.

To support this, please provide copies of your last two years Financial Accounts.  These should ideally be audited (please attach or provide a web link). 


	

Yes      ☐    No     ☐






Copies attached: 
Yes      ☐    No     ☐

Web Link: [Web address]

	6.1
	Health and Safety

Please confirm that your organisation has a current Health and Safety Policy that complies with current legislative requirements (if applicable, i.e. your organisation has less than 5 employees).  

Please provide a copy with your submission.

	

Yes      ☐    No     ☐     N/A    ☐

 

	7.1
	Equality, Diversity and Inclusion

Please confirm that your organisation has a current Equality, Diversity and Inclusion Policy (ED&I) that complies with current legislative requirements?

Please provide a copy with your submission.





	

Yes      ☐    No     ☐



	8.1 
	Are you able to meet the specification and requirements within a budget of £30,000 excluding VAT?


	Yes      ☐    No     ☐


	9.1 
	Please confirm that you accept the ECITB Services Agreement as drafted?
	Yes      ☐    No     ☐


	10.1 
	Please confirm, subject to contract award, you will be able to commence the project no later than the 31/07/25?
	Yes      ☐    No     ☐







3.    Scored Quality Assessment (75%)

3.1	The questions in this scored assessment section account for 75% of the marks available and are weighted as indicated per question and as detailed within the scoring and evaluation criteria in Section 4.  Please note the maximum page limits stated for your responses.  Any responses over this limit will not be considered.  

	
1
	Project Management Experience and Capabilities 
	Weighting 23%

	Question:  

As your response, please provide a CV for the staff member(s) that will be allocated and working on the delivery of the project.  Each CV should demonstrate their range of previous experience and capabilities in Project Management, relevant to the specification provided.

 CVs should provide the following information:

•	Name and contact details
•	Position within the organisation
•	Summary of role within the organisation and role in the relevant team 
•	Summary of qualifications relevant to the Requirements
· Evidence of recent CPD and how their industry skills and knowledge are kept extant
· Summary of expertise and experience (to include number of years’ experience/other relevant programmes) relevant to the requirement. CVs should not refer to other documents, annexes or include weblinks.  
· % of time working on our project

As a minimum, please provide for the following roles:

1. Project Manager (lead) – who will be principally working on our project and who is both responsible and accountable for its delivery 
2. Project Management Support (all) – those supporting the Project Management Lead on delivery


	
Response:








	
Maximum: 1 side of A4 per CV




	
2
	Relevant experience & contract examples
	Weighting 10%

	Question:  

Please provide details of up to three relevant contracts, which demonstrate technical ability as set out in the procurement documents, in any combination from either the public or private sectors (which may include samples of grant-funded work). 

Examples must be from the past five years and delivered to completion.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided. 

If you cannot provide at least one example of previous contracts, please provide an explanation for this and how you meet the requirement relating to technical ability.





	
Response:

	
	Contract 1
	Contract 2
	Contract 3

	Name of customer
organisation who
signed the contract
	
	
	

	Name of supplier
who signed the
contract
	
	
	

	Point of contact in
the customer’s
organisation
	
	
	

	Position in the
customer’s
organisation
	
	
	

	Email address
	

	
	

	Description of
contract
	


	
	

	Contract start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract
value
	
	
	




	
Maximum: 1 side of A4



	
3
	Relevant Case Studies
	Weighting 10%

	Question:  

In addition to the contract examples provided above, please submit up to two case studies demonstrating relevant project work.

These case studies should relate to the scope and nature of the services required under this procurement and should highlight the experience and capability of the supplier and key personnel (including the proposed Project Manager, where applicable).

For each case study, please include the following information:
· Project title and client name
· Project objectives and scope
· Your organisation’s role and key responsibilities
· Details of the proposed Project Manager’s involvement (if applicable)
· Project outcomes achieved – including delivery against time, cost, and quality measures
· Key challenges and how they were addressed
· Client reference/contact details (where different from the contract examples above)

Case studies may be drawn from the contract examples already provided or from other relevant projects within the last five years.


	
Response:















	
Maximum: 2 sides of A4 per case study



	
4
	Proposed Programme
	Weighting 22%

	Question:  

Please provide an example programme for delivery of the services outlined in the specification.

The programme should align with the key milestones and indicative timelines provided and demonstrate how you would plan, manage, and monitor delivery of the required outcomes.

Your response should include:

· A visual or tabular programme showing key tasks, milestones, dependencies, and timeframes
· Assumptions made in developing the programme
· Identification of critical path activities and resource allocation
· Key risks to programme delivery and proposed mitigation strategies
· Any recommendations to refine or improve upon the indicative programme and timelines set out in the procurement documents
This programme will be used to assess your understanding of the project requirements, your ability to plan and coordinate delivery effectively, and your capacity to identify opportunities for improvement.



	
Response:










	
Maximum: 2 sides of A4 




	
5
	Project Risks and Mitigations
	Weighting 10%

	Question:  

Please identify the key risks to successful programme delivery and outline your proposed mitigation strategies. Your response should demonstrate your understanding of the potential challenges associated with delivering the services outlined in the specification. 

For each identified risk, please include:

· A brief description of the risk
· The potential impact on programme delivery (e.g., cost, time, quality, stakeholder engagement)
· The likelihood of the risk occurring
· Your proposed mitigation and management approach
· Any contingency plans in place



	
Response:











	
Maximum: 2 sides of A4 







[bookmark: _Toc320621305][bookmark: _Toc185262562][bookmark: _Toc185502931]Appendix C	Tender Certificate 


I/We the undersigned, hereby Tender and offer to provide the services which are more particularly referred to in the Invitation to Tender (ITT) supplied to me/us for the purpose of Tendering for the provision of the services and upon the terms thereof.

I/we certify that the information supplied is accurate to the best of my/our knowledge and I/we understand that false information could result in the exclusion of my/our Tender.

I/we understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body and that any such action will entitle the ECITB to cancel any contract currently in force and will result in my/our exclusion from the list of Tenderers invited to Tender and/or exclusion of my/our Tender.

I/we hereby certify that I/we have/will not canvass any Director, employee, representative or adviser of ECITB in connection with the proposed award of the contract by ECITB and that no person employed by me/us or acting on my/our behalf, or advising me/us, has/will done/do any such act.

I/we confirm that save as expressly provided for, the Tenderer undertakes to keep confidential all information concerning its ITT and all other information concerning the business and affairs of ECITB which the Tenderer has received or obtained in connection with this ITT, or in discussion relating to it.

I/We confirm that we accept the contract as issued with the Invitation to Tender.

I/We undertake in the event of acceptance of our Tender and closure of the tender process to execute the contract within 10 business days of such acceptance (or otherwise as agreed with ECITB).

I/We agree that ECITB may disclose the Tenderer's information/documentation (submitted to ECITB during this further competition) more widely within Government for the purpose of ensuring effective cross-Government procurement processes, including value for money and related purposes.

Statement of non-canvassing.

I/we hereby certify that I/we have not canvassed any Minister, Director, employee, representative or adviser of ECITB in connection with the proposed award of the contract by ECITB, and that no person employed by me/us or acting on my/our behalf, or advising me/us, has done any such act.

I/we further hereby undertake that I/we will not canvass any Minister, Director, employee, representative or adviser of ECITB in connection with the award of the contract and that no person employed by me/us or acting on my/our behalf, or advising me/us, will do any such act.

Statement of non-collusion

The essence of selective Tendering for the contract is that ECITB shall receive bona fide competitive Tenders from all Tenderers.  In recognition of this principle, I/we certify that this is a bona fide offer, intended to be competitive and that I/we have not fixed or adjusted the amount of the offer in accordance with any agreement or arrangement with any other person.  I/we also certify that I/we have not done, and undertake that I/we will not do, at any time any of the following acts:
a) communicate to a person other than ECITB, the amount or approximate amount of my/our proposed offer except where the disclosure in confidence of the approximate value of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender; or
b) enter into any agreement or agreements with any other person that they shall refrain from Tendering or as to the amount of any offer submitted by them; or
c) offer or agree to pay or give or actually pay or give any sum of money, inducement or valuable consideration, directly or indirectly, to any person for doing or having done or having caused to be done in relation to any other offer or proposed offer, any act or omission.


Conflict Of Interest

I/we confirm that, based on the information provided in the ITT and in the general public domain I/we would have no conflicts of interest in respect of providing the works if offered this appointment.

I/we agree that ECITB may, in its consideration of the offer and in any subsequent actions, rely upon the statements made in this Certificate.

I/we confirm that the Tender remains valid for a minimum of six months from the date of this Tender Certificate.

I/we confirm that the undersigned are authorised to commit the Tenderer to the contractual obligations contained in the Invitation to Tender and the contract.


	Signed:

	

	Name:  

	

	Position: 

	

	For and on behalf of (Tenderer Organisation):

	

	Email Address:

	

	Phone Number:

	

	Address:



	












[bookmark: _Toc185262563][bookmark: _Toc185502932][bookmark: _Toc156279744]Appendix D	Commercially Sensitive Information 


The ECITB is subject to the provisions of the Freedom of Information (FOI) Act 2000.

If you consider that any information supplied for the purposes of your ITT response or which will be supplied during the performance of the contract is either confidential in nature or commercially sensitive (within the meaning of the aforementioned Act under sections 41 or 43, please see the guidance on exemptions on the information commissioner’s website on www.ico.gov.uk ), this should be highlighted in the body of your ITT response and the reasons for its sensitivity given in the table below.

Submission of a completed table does not guarantee that the information highlighted will be recognised as an exemption and this will be subject to clarification.

	1.	Document submitted

	

	2.	Section/paragraph of document

	

	3.	Specify the Information/wording considered to be confidential/ commercially sensitive

	

	4.	Reasons/ justifications for Information being confidential/ commercially sensitive	
	

	5.	Timescale which information under (3) shall be confidential
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SPECIFICATION: SERVICES



Contract Name: 

Project Management Consultant for GL refresh Project



Contract Reference: 

P2503-1

Version:  1.1







The procurement of a Project Manager to lead on the configuration and migration of Sage X3 to Xero including helping to determine and facilitate the appropriate bolt-ons to make the new GL work to ECITB requirements.
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[bookmark: _Toc195772020]Introduction

[bookmark: _Toc195772021]About the ECITB

The Engineering Construction Industry Training Board (ECITB) is the employer-led skills, standards and qualifications body for the development of the engineering construction workforce of Great Britain. An arms-length body of the UK Government, the ECITB reports to the Department for Education. Our vision is a trailblazing Engineering Construction Industry where critical infrastructure, energy security and net zero ambitions are achieved. 



The ECITB works with employers and training providers to attract, develop and qualify the engineering construction workforce in a wide range of craft, technical and professional disciplines. We invest about £28 million each year to support skills development within the industry. 



More information about the ECITB can be found here: What is the ECITB? - ECITB 



1. [bookmark: _Toc195772022]Background 

The finance team are currently operating on an on-premises (at our IT partner) general ledger system that does not easily integrate with other IT finance systems. There are also additional costs of running the servers for the finance desktop on top of the monthly support costs.  The current system is a full ERP system and is underutilised by the finance team as detailed reporting is extracted from other systems in the business. We Currently have approximately 250 General Ledger codes, looking to streamline to around 100, there are also around 100 sales and purchase invoices a month. We are looking to migrate from this solution and require a Project Management consultant to lead on implementation to the new software.



2. [bookmark: _Toc195772023]Scope of the Contract

The procurement of a Project Manager to lead on the configuration and migration of Sage X3 to Xero including helping to determine and facilitate the appropriate bolt-ons to make the new GL work to our business requirements.



3. [bookmark: _Toc195772024]Requirements

1. Project Management

		Requirement 

		Detail 



		Project Planning and Strategy

		Creating a Project Plan, developing timelines, identifying project milestones, and estimating resources required for the project.



		Audit Checklist

		Ensure that the Major IT change evidence is collated and supplied to the NAO as per the supplied checklist.



		Risk Management

		Identifying risks, managing issues promptly to prevent project delays, and implementing contingency plans to handle unexpected disruptions ensure effective project risk management.



		Monitoring and controlling

		Tracking progress with project management tools, adjusting plans as needed to meet deadlines, and ensuring quality control help keep the project on track and meet stakeholder expectations.



		Stakeholder Management

		Regularly reporting project status, progress, and changes while managing stakeholder expectations ensures engagement and satisfaction.



		Project Closure

		Ensuring all final deliverables meet specifications, conducting a post-project evaluation to assess success, and finalizing documentation for future reference complete the project lifecycle.



		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.







2. System configuration

		Requirement 

		Detail 



		Define Chart of Accounts (COA)

		Create a structured list of accounts and assign account numbers based on the template provided by ECITB.



		Configure Financial Dimensions

		Add cost centres, departments, business units, projects and define dimension values and their relationships.



		Security & User Roles

		Define access controls and user permissions.



		Resolve any issues that may arise in the set up of the Barclays bank feed

		ECITB will set up the Barclays Bank feed in Xero, be on hand in case of any issues that arise.





		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.







3. Migration of the GL – X3 to Xero

		Requirement 

		Detail 



		Extract GL Data

		Oversee the smooth extraction of the accounting data from sage x3 ensuring the data is complete and adheres to the requirements set out by the NAO



		Importing Data into Xero

		Oversee the import of the data into Xero ensuring the full and accurate transfer of historical data up to the point of migration.



		Supporting existing business process from Xero

		Ensure that existing business processes upstream and downstream of Xero continue to function and manage any dependencies on these processes.



		Post migration checks 

		Using the reporting capabilities of Xero to ensure that the data has been migrated correctly.



		Oversee the Go live 

		Ensure that the go live process runs smoothly and no transactions are missed.



		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.









4. Managing Xero bolt-Ons (selecting and configuring)

		Requirement 

		Detail 



		Help select appropriate bolt-ons to allow the most efficient and accurate workflows.

		Examples being purchase invoice approvals and Excel extractions with others to be advised.



		Help configure agreed bolt-on in conjunction with system configuration

		Ensure that the agreed bolt-ons are configured accurately to work with the Xero system. 



		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.









4. [bookmark: _Toc195772025]Service Levels and Key Performance Indicators (KPIs)

[bookmark: _Toc195772026]Service Levels:

1. Project Timeline Adherence – Ensure the project is delivered on schedule, with deviations managed proactively.

2. Budget Control – Maintain expenditure within the approved budget, with any variances justified and approved.

3. Stakeholder Communication – Provide timely and clear communication, including weekly progress reports and risk updates.

4. Risk and Issue Management – Identify, document, and mitigate project risks, ensuring minimal disruptions.

5. Compliance and Governance – Ensure adherence to regulatory, security (per section 10 below), and financial reporting requirements.

[bookmark: _Toc195772027]Key Performance Indicators (KPIs):

1. On-Time Delivery – Percentage of milestones met as per the project plan.

2. Budget Adherence – Percentage of budget variance (+/- X%).

3. Risk Resolution – Number of project risks identified vs. resolved within SLA timelines.

4. Stakeholder Satisfaction – Feedback scores from key stakeholders and end-users.

5. Change Request Management – Percentage of scope changes managed without affecting critical timelines.



5. [bookmark: _Toc195772028]Contract Management and Review

To be mutually agreed with ECITB during initial implementation plan setting.



6. [bookmark: _Toc195772029]Insurance Requirements

· Employers’ liability insurance with cover of at least £5m.

· Public Liability Insurance with cover of at least £1m.

· Professional Indemnity Insurance with cover of at least £1m.



7. [bookmark: _Toc195772030]Environment and Sustainability

[bookmark: _Toc195772031]Adherence to ECITB (Engineering Construction Industry Training Board) sustainability guidelines may be required, if applicable. Suppliers will also need to align with the contracting authority’s own environmental policies and processes, including commitments to carbon reduction, responsible e-waste disposal, and sustainable procurement practices. These requirements ensure that the project is managed with a focus on long-term environmental responsibility.



8. [bookmark: _Toc195772032]Health and Safety

[bookmark: _Toc1934417580][bookmark: _Toc195772033]Adherence to industry-specific safety policies, including ECITB health and safety guidelines, may be necessary. Suppliers will also need to follow the contracting authority’s own health and safety policies and procedures, ensuring a safe working environment, risk mitigation in project execution, and compliance with workplace safety best practices. These requirements help maintain a secure and compliant project environment.



9. [bookmark: _Toc195772034]Equality, Diversity and Inclusion

[bookmark: _Toc504804647][bookmark: _Toc195772035]Adherence to industry-specific EDI policies and best practices may be necessary to promote an inclusive and equitable work environment. Suppliers will also be required to align with the contracting authority’s own EDI policies and processes, ensuring fair treatment, non-discriminatory practices, and active promotion of diversity within the project team and supply chain. These requirements help foster an inclusive and equitable working environment. 



10. [bookmark: _Toc195772036]Security

The project manager will need to ensure that all data handling, storage, and access controls align with cybersecurity best practices, including encryption and multi-factor authentication. Additionally, physical security measures may include staff vetting, such as DBS checks or background screening, where applicable. Suppliers will also be required to adhere to the contracting authority’s own security policies and frameworks to ensure robust protection of financial data and systems.  The supplier will also be required to sign a Non-Disclosure Agreement (NDA).

11. [bookmark: _Toc195772037]General Data Protection Regulation (GDPR) 

Any processor handling personal data on behalf of the contracting authority must adhere to clear data processing obligations. This includes defining the subject matter and duration of data processing, ensuring that personal data is processed only for the nature and purpose specified in the contract, such as financial record management and reporting. The processor must handle specific types of personal data (e.g., employee payroll details, vendor financial information) and comply with protections for all relevant data subject categories. Additionally, the processor must follow the obligations and rights of the data controller, including adherence to GDPR or other applicable data protection laws, secure data handling, and ensuring the right to audit compliance. Suppliers should consult the Director of Legal and Governance for further guidance on these requirements



12. [bookmark: _Toc195772038]Contract Type and Duration

We require a fixed term contract provision for 1 year with an option to extend for a further 1 years at the ECITB’s full discretion for related services.

We envisage the project to run for 6-8 weeks commencing implementation in June 2025.  The deadline for go live with our new software, including full implementation, dual running and testing phases is August/September 2025.

The contract of one year with extensions provides the ECITB with the option for additional support under the agreed terms during the first 1-2 years of the software’s use.  At the ECITB’s discretion, we may request additional, related services during both the initial term and any optional extension, such as:

1. Implementation of additional bolt-on modules

2. Development of system reporting requirements

3. Additional system and reporting needs in line with business changes, efficiencies and improvement or wider regulation or directives

Any additional services in the initial term (year 1), will be quoted based on pre-agreed rates with the supplier.  The supplier should include these rates within its pricing and within the final contract. For the optional extension, rates should be pre-agreed with the ECITB including the scope of services.

The contract should be fixed price in the initial term for the GL project detailed herewith.  

Please note, the ECITB payment terms are 30 days from date of invoice.
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This Agreement dated:  <Insert Date>



is made between:



1. The Engineering Construction Industry Training Board of Office F15, Kings House Business Centre, Home Park Estate, Station Road, Kings Langley, Hertfordshire, WD4 8LZ (“ECITB”); and



2. <Insert Company Name> (company registration number: <Insert No.>) whose registered office is at <Insert Register Office Address> (“the Contractor”) hereinafter collectively referred to as the “Parties.”





WHEREAS

The Contractor has agreed to provide certain Project Management consultancy services (reference P2503-1) upon the terms and conditions of this Agreement. 



NOW IT IS AGREED as follows:



[bookmark: _Toc320786429]1.	DEFINITIONS

In this Agreement the following expressions shall have the following meanings: 



1.1 “Services” means the services to be provided by the Contractor as described in the Schedule.



1.2 “Programme” means the programme for the provision of the Services set out in the Schedule.



1.3 “Additional Services” means any additional services requested by ECITB to be provided by the Contractor that are not included within the description of the Services.



1.4 “Price” means the fixed, all-inclusive price for the provision of the Services as detailed in the Schedule.



1.5 “Rates” means the rates payable in respect of the Additional Services as detailed in the Schedule.



1.6 “Confidential Information” means all or any written material, documentation, illustrations, photographs, designs, drawings, data, technical, business and similar information of a confidential nature relating to the business of ECITB or its clients including all readable or computer or other machine readable data.



1.7 “Intellectual Property” means any patent, registered design, copyright, database right, design right, topography right, trade mark, trade name, application to register any of the aforementioned rights, trade secret, inventions, computer software, right in unpatented know-how, right of confidence and any other intellectual or industrial property right of any nature whatsoever in any part of the world including without limitation:



1.7.1 any renewals, revisions and extensions created or provided by the laws of any country;      

1.7.2 all rights of action and remedies in relation to past infringements; and

1.7.3 the right to apply for registration of any such rights in any country of the world.



1.8 “Documents” means all records, reports, documents, papers, media and other materials whatsoever created by ECITB or on behalf of ECITB or originated by or upon behalf of the Contractor pursuant to this Agreement. 



1.9 The Contractor’s Intellectual Property means any documents, records, reports, documents, papers, images, media, software or any other materials created or owned by the Contractor prior to this Agreement.



1.10 “Expenses” means the expenses which the Contractor shall be entitled to be paid as set out in the Schedule.



1.11 ‘Works’ shall mean any documents, reports and any other materials or media which are produced or created by the Contractor for ECITB.



1.12 “Key Personnel” means the person or persons as defined in the Schedule.



1.13 ‘Project Manager’ means the person or persons as defined in the Schedule.



1.14 “Electronic Signature means the technology that allows a person to electronically affix a signature or its equivalent to an electronic document, as and when agreeing to an online contract, which may include (without limitation) and at ECITB’s discretion:



a. a person typing his or her name into a contract or into an email containing the terms of a contract; or

b. a person electronically pasting his or her signature into an electronic version of the contract in the appropriate place; or

c. a person accessing a contract through a web-based e-signature platform and clicking a tick box to demonstrate agreement or clicking to have his or her name in a typed or handwriting font automatically inserted into the contract in the appropriate place;



1.15	“Contract Term” means a period of 1 year from the Commencement Date, plus any Extended Contract Period under clause 8.2;



2.	The Contractor’s Work



2.1	The Contractor shall provide the Services in accordance with the Programme.



2.2	The Contractor shall provide the Additional Services.



2.3	The Contractor shall provide the Services and the Additional Services to ECITB at such times and at such locations as ECITB shall reasonably direct.



2.4	Whilst providing the Services and the Additional Services the Contractor may give the impression that it is a representative of ECITB provided that the Contractor shall not hold him/herself out as being able to bind ECITB.



2.5	The Contractor shall, in the provision of the Services and the Additional Services, liaise with and report to the Project Manager or such other individual nominated by ECITB.





3.	Standard of the Contractor’s Work



3.1	In the provision of the Services and the Additional Services, the Contractor shall use the skill care and knowledge to be expected of an expert in his/her profession.  The Contractor shall undertake any training as deemed necessary by ECITB in order to perform his/her duties.



3.2	The Contractor shall not be entitled to assign any of his/her obligations hereunder, nor to engage the services of any subcontractor to carry out any of his/her obligations hereunder, without the prior written consent of the Project Manager.



3.3	The Contractor shall comply with such conditions, policies and procedures as shall be notified by ECITB to the Contractor from time to time.



3.4	The Contractor shall project a professional image and demonstrate commitment to the work of ECITB at all times.



3.5	If in the reasonable opinion of ECITB there is any unsatisfactory or incomplete work it shall be made good at the Contractor’s own expense and within an agreed timescale.



3.6	The Contractor shall ensure that all of its personnel engaged in the provision of the Services and the Additional Services:



3.6.1	have the necessary skills, expertise, qualifications and diligence to undertake such work and will conform to the professional standards generally observed for similar services; and

3.6.2	comply with the provisions in this Agreement relating to Confidential Information; and



3.7	The Contractor agrees that the Services and the Additional Services will be carried out by the Key Personnel.



3.8	The Contractor agrees that the Key Personnel shall not be replaced before the completion of the Services and the Additional Services without notice to ECITB, unless:



3.8.1	the individual to be replaced is prevented by ill-health from carrying out his or her duties in connection with this Agreement for a significant period;

3.8.2	the individual resigns from employment with the Contractor;

3.8.3	the contract of employment of the individual is terminated; or

3.8.4	ECITB makes a reasonable written request to the Contractor to replace the individual because he has performed unsatisfactorily or has caused a breach of any of the Contractor’s obligations under this Agreement.



3.9	If any such person is replaced, the Contractor shall consult with ECITB about the identity of a suitable replacement.



4.	Payment



4.1	In consideration of the Contractor providing the Services, ECITB shall pay to the Contractor the Price which shall be invoiced to ECITB upon the achievement of the specified milestones set out in the Programme and subject to the terms set out in clause 5.



4.2	In consideration of any Additional Services, ECITB shall pay to the Contractor the amounts invoiced by the Contractor to ECITB calculated in accordance with the Rates and subject to the terms set out in clause 5.



4.3	The reasonable expenses (whether in respect of travelling or other out-of-pocket expenses) of the Contractor directly incurred in carrying out the Services or the Additional Services shall be payable by ECITB in accordance with the guidelines appearing in the Schedule subject to all such expenses having been approved in writing by ECITB prior to being incurred.



4.4	The Contractor shall maintain records of time spent, and invoices shall be prepared in such detail as ECITB may require, in order to enable ECITB to verify the amount claimed for payment.



5.	Invoicing and Payment



5.1	The Contractor shall be entitled to submit an invoice on the achievement of the milestones in the Programme.



5.2	The Contractor shall be entitled to submit an invoice on the achievement of the Additional Services in accordance with the Rates.



5.3      The Contractor shall submit such invoices in accordance with the following requirements and any invoice submitted shall not be paid if the following requirements are not met. Invoices must be submitted:



(1) in a format and with supporting documentation or reports specified by ECITB; and



(2) by e-mail to the Project Manager. 



5.4	ECITB will pay each invoice (a VAT invoice if appropriate) within 30 days of its receipt, subject to ECITB being satisfied as to the quality of the Services provided and the stage of completion of milestones.



5.5	The Services being provided by the Contractor may not be subject to VAT.  



5.6	For the avoidance of doubt in the event that the Contractor should fail to submit

            reports and other information to ECITB in accordance with the terms of this 

            Agreement, ECITB shall be entitled to withhold any payments to the Contractor   

            until such time as the reports and information have been correctly submitted.



6.	Confidentiality and Intellectual Property Rights



6.1	The Contractor shall secure and keep safe any Confidential Information and Intellectual Property which it may obtain or create during the course of providing the Services relating to ECITB’s business or activities and shall not, during the course of this Agreement or any time thereafter, disclose such information to any other person.



6.2	On the ending of the Agreement the Contractor shall return to ECITB all Confidential Information, the Documents and any other documents, data in whatever form, or drawings with which it may have been supplied by ECITB and any copies of the same which it may have made during the course of providing the Services.



6.3	The obligations of confidence referred to in Clause 6.1 shall not apply to any Confidential Information or documents or any other information which:



	6.3.1	is in the possession of and is at the free disposal of the Contractor, or is 	published or is otherwise in the public domain prior to the date of this 	Agreement;



	6.3.2	is, or becomes, publicly available on a non-confidential basis through no fault 	of the Contractor;



	6.3.3	is received in good faith by the Contractor from a third party who, on 	reasonable enquiry by the Contractor, claims to have no obligations of 	confidence to ECITB in respect of it and who imposes no obligations of 	confidence upon the Contractor.



6.4 The ownership of and copyright in the Intellectual Property, the Documents, the Works and any reports, or data in any form which the Contractor may prepare during the provision of the Services, shall belong to ECITB and shall not be reproduced or disclosed by the Contractor.



6.5 The Contractor shall not without the prior written consent of ECITB:



6.5.1 Sell, hire rent or otherwise deal with, part with possession of or distribute the Intellectual Property, the Documents, the Works or any work in progress, reports or data in any form which the Contractor may prepare during the provision of the Services.

6.5.2 Permit the Intellectual Property, the Documents, the Works or any work in progress, reports or data in any form which the Contractor may prepare during the provision of the Services to be copied or made available to any third party.

6.5.3 Use the Intellectual Property, the Documents, the Works or any work in progress, reports or data in any form which the Contractor may prepare during the provision of the Services to create any derivative works or other works therefrom.



6.6 The Contractor agrees to assign to ECITB all right, title and interest in and to any Confidential Information and Intellectual Property made, originated or developed during the course of the Services, together with any other Intellectual Property rights arising from the provision of the Services.  For the avoidance of doubt, title to all new Intellectual Property (including but not limited to copyright) arising from the conduct of the Services shall wholly vest in or be wholly vested in ECITB (unless subject to third party rights).



6.7 For the avoidance of doubt The Intellectual Property rights in the Contractor’s Intellectual Property shall be and remain vested in the Contractor.



6.8 All Intellectual Property subsisting in the Documents is the property of ECITB. 



6.9 ECITB hereby grants the Contractor a non-exclusive terminable licence to use the Documents, and the Intellectual Property subsisting in the Documents during the term of this Agreement, such use shall be limited to what is required to fulfil the Contractor’s obligations under this Agreement.



6.10 Immediately following the date of this Agreement the Contractor grants to ECITB a non-exclusive, perpetual, royalty free, irrevocable, non-transferable right to use all the Contractor’s Intellectual Property which form part of the Works for any purpose.



6.11 All Intellectual Property subsisting in the Works during the term of this Agreement other than the Contractor’s Intellectual Property forming part of the Works is hereby assigned by the Contractor to ECITB.



6.12 The Contractor hereby unconditionally and irrevocably waives, in respect of the Works and any updates or revisions to such Works made by the Contractor, all rights to be identified as the author of the Works and all rights to object to derogatory treatment of the Works to which the Contractor may now or at any future time be entitled under the Copyright, Designs and Patents Act 1988 as amended from time to time and under all similar legislation from time to time in force anywhere in the world.



6.13 The Contractor agrees and undertakes not to reproduce or include in the Documents or the Works any Intellectual Property owned by any other party.



6.14 The provisions of this clauses 6.6 to 6.14 inclusive shall apply during the continuance of this contract and after its termination howsoever arising.



7.	Status of the Contractor



7.1	The parties acknowledge that under the terms of this Agreement the Contractor has been engaged as an independent consultant and this Agreement constitutes a contract for the provision of services and not a contract of employment.  Accordingly, nothing in this Agreement will make the Contractor an employee, agent or partner of ECITB and the Contractor will not hold itself out as such.



7.2	As the Contractor is not an employee it will not be entitled to receive from ECITB any salary, bonus or sick pay, holiday pay, pension contributions or any other employee benefits.



7.3	Unless a company the Contractor warrants and represents to ECITB that it is a self-employed person for national insurance and tax purposes. The Contractor shall be responsible for all income tax liabilities and national insurance or similar contributions in respect of the fees paid by ECITB in accordance with clause 4.1 herein and ECITB shall not make any deductions from the fees payable to the Contractor unless required to do so by law. The Contractor  agrees to indemnify ECITB forthwith against any loss, costs, interest, liability, damages or proceedings howsoever arising out of or in connection with any non-payment by the Contractor of any income tax and/or national insurance liabilities relating to the Services.



7.4	In respect of the Services provided to ECITB, the Contractor agrees that an amount equal to the amount of tax (if any) so assessed by a tax authority and paid by ECITB to the relevant tax authority may be deducted from any fees payable to the Contractor under this Agreement.



7.5	The Contractor will account for any applicable VAT to the appropriate authorities.



7.6	The Contractor shall adhere to the principles of all ECITB’s policies and procedures whilst on ECITB’s business and at all ECITB offices.  The Project Manager will be able to advise on these matters.  Failure to comply with ECITB’s policies and procedures will result in the termination of the Contractor’s business relationship and contract for Services.



8.	Duration



8.1 [bookmark: _heading=h.2et92p0]This Agreement will commence on the Commencement Date and continue in full force      and effect for the Contract Term unless terminated in accordance with clause 9 (Termination) (the “Initial Contract Period”).



8.2 The Contract Term may be extended by written agreement of the Parties, for a period of up to 1 year (the “Extended Contract Period”) at the end of the Initial Contract Period, provided either Party gives written notice to the other of an intention to extend no later than 3 months before the end of the Initial Contract Period.





9.	Termination



9.1	Either party shall be entitled to terminate this Agreement.  One month’s written notice of termination shall be given by either party. 



9.2	Either party shall be entitled to terminate this Agreement forthwith if the other party shall be in serious or continued breach of its obligations.  Without limitation ECITB may, by notice in writing, immediately terminate this Agreement if the Contractor shall:



	9.2.1	be in breach of any of the terms of this Agreement which in the case of a 	breach capable of remedy is not remedied by the Contractor within 21 days of 	receipt by the Contractor of a notice from ECITB specifying the breach and 	requiring its remedy;



	9.2.2	be incompetent, guilty of gross misconduct and/or serious or persistent 	negligence in respect of his/her obligations hereunder;



	9.2.3	fail or refuse after written warning to carry out the duties reasonably and 	properly required of him/her hereunder.

9.3 	ECITB shall have the right to terminate this Agreement in the event:

9.3.2	that the Contractor breaches the terms of any licence provided under this Agreement;

9.3.3	that the Contractor infringes the intellectual property of ECITB; 

9.3.4	that an order is made or a resolution is passed for the winding up of the Contractor, or circumstances arise which entitle a court of competent jurisdiction to make a winding up order of the Contractor; or

9.3.5	that an order is made for the appointment of an administrator to manage the affairs, business and property of the Contractor, or documents are filed with a court of competent jurisdiction for the appointment of an administrator of the Contractor, or notice of intention to appoint an administrator is given by the Contractor or its directors or by a qualifying floating charge holder (as defined in paragraph 14 of Schedule B1 to the Insolvency Act 1986); or

[bookmark: a981235]9.3.6 	that a receiver is appointed of any of the Contractor’s assets or undertaking, or circumstances arise which entitle a court of competent jurisdiction or a creditor to appoint a receiver or manager of the Contractor or if any other person takes possession of or sells the Contractor’s assets; or

9.3.7 [bookmark: a240179][bookmark: a728928]that the Contractor makes any arrangement or composition with its creditors, or makes an application to a court of competent jurisdiction for the protection of its creditors in any way; or

9.3.8 that the Contractor ceases, or threatens to cease, to trade; or

9.3.9 of any other reason in the reasonable discretion of ECITB.



9.4	Notwithstanding the foregoing, ECITB may not terminate this Agreement solely for the reason of the Contractor’s inability to provide the Services through illness or injury, unless such illness or injury prevents the Contractor providing any Services to ECITB for a consecutive period of six weeks or for an aggregate period of six weeks in any period of 12 calendar months.



10 Assignment



10.1	Neither party may assign or otherwise transfer this Agreement without the prior written consent of the other party.  In the event that consent for assignment is given, the terms of this Agreement will be binding upon each party’s respective successor.



11	Payment on Termination



11.1	If this Agreement shall be terminated because of the default of the Contractor then the Contractor shall indemnify ECITB against costs, losses or damages suffered by ECITB as a result of such default.



12. Indemnity

12.1	The Contractor shall indemnify and hold ECITB harmless from all claims and all direct, indirect or consequential liabilities (including loss of profits, loss of business, depletion of goodwill and similar losses), costs proceedings, damages and expenses (including legal and other professional fees and expenses) awarded against, or incurred or paid by ECITB as a result of or in connection with:

	(a) any alleged or actual infringement, whether or not under English law, of any third party’s Intellectual Property Rights or other rights arising out of the use or supply of the Services;

	(b) any claim made against ECITB in respect of any liability, loss, damage, death, injury, professional negligence, cost or expense sustained by ECITB’s employees or agents or by any third party to the extent that such liability, loss, damage, injury, cost or expense was caused by, relates to or arises from the provision of the Services as a consequence of a direct or indirect breach or negligent performance or failure or delay in performance of this Agreement by the Contractor.



11 

12 

12.2 The Contractor shall insure against the claims and all direct, indirect or consequential liabilities (including loss of profits, loss of business, depletion of goodwill and similar losses), costs proceedings, damages and expenses (including legal and other professional fees and expenses) described in clause 11.1. hereof.



13.	Notices



13.1	Any notices sent under this Contract must be in writing and sent by hand, by post or by email. The table below sets out deemed time of delivery and proof of service for each.



		Notice delivered

		Deemed time of delivery

		Proof of service



		By first class post, special delivery or other recorded delivery

		2 Working Days from the date of posting

		Proof that the envelope was addressed and delivered into the custody of the postal authorities



		Email

		09:00 hours on the first Working Day after sending

		Dispatched in an emailed pdf to the correct email address without any error message







13.2     For the purpose of this Clause and calculating receipt all references to time are to local time in the place of receipt.







14. Changes to the Agreement



a. All changes to this Agreement must be approved in writing by authorised officials of both parties and follow the procedure set out in clauses 13.2 to 13.5 of this Agreement.



b. The party wishing to initiate a change (“the initiator”) must advise the other party (“the recipient”) of the proposed change in writing (by post or by email).



c. The recipient will consider and assess the proposal and if necessary enter into dialogue with the initiator in order to formulate its response.



d. The recipient will respond to the initiator’s proposal in writing (by post or by email) and include related information such as variations in fees which may arise as a consequence of the proposed change.



e. The parties will use their reasonable endeavours to reach agreement concerning the proposed change.



15. Severability



15.1	The provisions of this Agreement shall be deemed severable, and the unenforceability of any one of the provisions shall not affect the enforceability of other provisions. In the event that a provision is found to be unenforceable, the parties shall substitute that provision with an enforceable provision that preserves the original intent and position of the parties.





16. Counterparts and E-Signing 



16.1     This Agreement may be executed in counterparts or duplicates, each of which, when executed and delivered, shall be an original, and such counterparts or duplicates together shall constitute one and the same instrument.

16.2      This Agreement may be executed by Electronic Signature. 

17. Entire Agreement



17.1	This document constitutes the entire agreement between the parties and supersedes all other prior agreements between the parties for the provision of such services. 



18. Law and Jurisdiction



18.1	This Agreement shall be governed by and construed in accordance with the law of England and each party agrees to submit to the exclusive jurisdiction of the courts of England.

















Signed ………………………………….		Signed ………………………………….

for ECITB 						for the Contractor





Date …………………………………….		Date …………………………………….









Signed ………………………………….		

for ECITB 						





Date …………………………………….		



This agreement should be returned within 14 days of the date of issue.


The Schedule



1. Definitions:



In this Schedule the following expressions shall have the following meanings:



“Xero” Proposed General Ledger System



“GL” General Ledger



“NAO” National Audit Office





The Services



2.1 General



Project Manager to lead on the configuration and migration of Sage X3 to Xero including helping to determine and facilitate the appropriate bolt-ons to make the new GL work to ECITB business requirements.







2.2 Additional Services



ECITB may request additional or alternative services under the call-off model. These requests will not incur additional costs unless expressly agreed in writing, to rates agreed and within the pre-agreed budget.





2. Deliverables



The Contractor shall meet the following requirements:

1. Project Management

		Requirement 

		Detail 



		Project Planning and Strategy

		Creating a Project Plan, developing timelines, identifying project milestones, and estimating resources required for the project.



		Audit Checklist

		Ensure that the Major IT change evidence is collated and supplied to the NAO as per the supplied checklist.



		Risk Management

		Identifying risks, managing issues promptly to prevent project delays, and implementing contingency plans to handle unexpected disruptions ensure effective project risk management.



		Monitoring and controlling

		Tracking progress with project management tools, adjusting plans as needed to meet deadlines, and ensuring quality control help keep the project on track and meet stakeholder expectations.



		Stakeholder Management

		Regularly reporting project status, progress, and changes while managing stakeholder expectations ensures engagement and satisfaction.



		Project Closure

		Ensuring all final deliverables meet specifications, conducting a post-project evaluation to assess success, and finalizing documentation for future reference complete the project lifecycle.



		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.







2. System configuration

		Requirement 

		Detail 



		Define Chart of Accounts (COA)

		Create a structured list of accounts and assign account numbers based on the template provided by ECITB.



		Configure Financial Dimensions

		Add cost centres, departments, business units, projects and define dimension values and their relationships.



		Security & User Roles

		Define access controls and user permissions.



		Resolve any issues that may arise in the set up of the Barclays bank feed

		ECITB will set up the Barclays Bank feed in Xero, be on hand in case of any issues that arise.





		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.







3. Migration of the GL – X3 to Xero

		Requirement 

		Detail 



		Extract GL Data

		Oversee the smooth extraction of the accounting data from sage x3 ensuring the data is complete and adheres to the requirements set out by the NAO



		Importing Data into Xero

		Oversee the import of the data into Xero ensuring the full and accurate transfer of historical data up to the point of migration.



		Supporting existing business process from Xero

		Ensure that existing business processes upstream and downstream of Xero continue to function and manage any dependencies on these processes.



		Post migration checks 

		Using the reporting capabilities of Xero to ensure that the data has been migrated correctly.



		Oversee the Go live 

		Ensure that the go live process runs smoothly and no transactions are missed.



		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.









4. Managing Xero bolt-Ons (selecting and configuring)

		Requirement 

		Detail 



		Help select appropriate bolt-ons to allow the most efficient and accurate workflows.

		Examples being purchase invoice approvals and Excel extractions with others to be advised.



		Help configure agreed bolt-on in conjunction with system configuration

		Ensure that the agreed bolt-ons are configured accurately to work with the Xero system. 



		Experience and Qualifications

		Demonstrable experience leading similar projects from beginning to end, as well as the relevant Project Management professional qualifications.





[bookmark: _Toc195772026]Programme

It is envisaged the project will run for 6-8 weeks commencing implementation in June 2025.  The deadline for go live with our new software, including full implementation, dual running and testing phases is August/September 2025.

Service Levels:

1. Project Timeline Adherence – Ensure the project is delivered on schedule, with deviations managed proactively.

2. Budget Control – Maintain expenditure within the approved budget, with any variances justified and approved.

3. Stakeholder Communication – Provide timely and clear communication, including weekly progress reports and risk updates.

4. Risk and Issue Management – Identify, document, and mitigate project risks, ensuring minimal disruptions.

5. Compliance and Governance – Ensure adherence to regulatory, security (per section 10 below), and financial reporting requirements.

[bookmark: _Toc195772027]Key Performance Indicators (KPIs):

1. On-Time Delivery – Percentage of milestones met as per the project plan.

2. Budget Adherence – Percentage of budget variance (+/- X%).

3. Risk Resolution – Number of project risks identified vs. resolved within SLA timelines.

4. Stakeholder Satisfaction – Feedback scores from key stakeholders and end-users.

5. Change Request Management – Percentage of scope changes managed without affecting critical timelines.





3. Payment terms



4.1. Payments shall be made in accordance with the following milestones:

· Milestone 1:  TO BE AGREED AT CONTRACT AWARD 

· Milestone 2:

· Milestone 3: 

· Milestone 4: 

4.2 Additional Services will not incur costs beyond the agreed contract value unless expressly agreed in writing.

4.3 All expenses must be pre-approved by ECITB and supported by valid receipts.

4.4 Payments for any Services provided during an extension period shall follow the same milestone structure or adjusted terms as agreed for the extension period.



4. The Programme



The Programme and the Price agreed by the Parties are set out in the following table, which shows the achievement milestones which must be achieved in order to release payment of the Price.



		Milestone 

		Achievement 

		By (date): 

		Subtotal

		Invoice total



		1

		TO BE AGREED AT CONTRACT AWARD

		TBA

		£

		£



		2

		

		

TBA

		£

		£



		3

		

		TBA

		£

		£



		4

		

		

TBA

		

£

		

£



		Total price (subject to VAT at prevailing rate – currently 20%):



		£

		£







The Price is exclusive of VAT.



[bookmark: _Int_g5LP6nbR]All prices and achievements are based on the illustrative costs for the quantity and level of design assets to be delivered, as described and defined in the Contractor’s pricing document, [Insert File Name] [Insert date]







5. The Rates



Day rates charged by the Contractor for additional services as required:



		



		Rate/Level 

		Daily rate 



		Director 

		



		Associate Director 

		



		Research Manager 

		



		Research Executive 

		



		Associate 

		







The Rates are exclusive of VAT.



6. Confidentiality and Intellectual Property Rights

1. Deliverables Ownership:

a. All deliverables shall become the sole property of ECITB upon acceptance.

2. Assignment of Rights:

a. The Contractor assigns all intellectual property developed under this Agreement to ECITB.

3. Third-party Content:

a. The Contractor shall ensure no third-party materials are used without obtaining necessary permissions.

4. Licensing:

a. ECITB grants the Contractor a non-exclusive licence to use ECITB-provided materials solely for the fulfilment of the Services. 





7. Key Personnel



The Key Personnel are:



Name:  <Insert Name Supplier>     	

Name:	<Insert Name Supplier>

Name:  <Insert Name ECITB>

	

8. Expenses



Not used





9. The Project Manager is [INSERT NAME ECITB]





10. Copy of tender documents:



a. Pricing Schedule [Insert copy]

b. Tender Response [Insert copy]
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		Appendix A										Version:  1.1



		Schedule of Prices



		P2503-1: Project Management Consultant GL Refresh



		Instructions for Completion (please read)



				1.    Complete all required sections;

				2.   Do not add further columns or rows or alter the Schedule of Prices in any way, unless specifically instructed to do so;

				3.    Ensure that each element within the Schedule of Prices totals correctly to two decimal places;

				4.    Submit costs which are inclusive off all KNOWN Government legislative increases;

				5.   Ensure the total price is within the allowed budget;

				6.    Ensure that all prices are quoted in Sterling (GBP) to two decimal places, exclusive of Value Added Tax (VAT);

				7.   Pricing must be fixed and inclusive of expenses.



		Tenderer Name:  		[Insert Tenderer name]



		Item No.		Description of Task - please split between work time and review time		Job Role/Title 
(include qualified and unqualified staff costed to the project)		Hourly rate (as applicable)		 No. Hours		Price (£) Ex VAT

		1										£0.00

		2										£0.00

		3										£0.00

		4										£0.00

		5										£0.00

		6										£0.00

		7										£0.00

		8										£0.00

		9										£0.00

		10										£0.00

		11										£0.00

		12										£0.00

		13										£0.00

		14										£0.00

		15										£0.00

		16										£0.00

		17										£0.00

		18										£0.00

		19										£0.00

		20										£0.00

		21										£0.00

		22										£0.00

		23										£0.00

		24										£0.00

				TOTALS:				-		0.00		£0.00










