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	Local Government Association (LGA)/ Associated Companies (“the Purchaser”)
Invitation to Tender (ITT) £30001-up to £ £214,904 inc. VAT

	Contract Reference
	LG-04612

	Purchaser Name and Address
	Improvement and Development Agency 
18 Smith Square, London, SW1P 3HZ


	Invitation to Tender for
	Development of animated resilience and planning explainer videos for local government

	Response to ITT Due
Date month and time
	5pm Wednesday 14 January 2025

Bids submitted after the stated closing date and time will not be considered.


	Period of Contract:
	
31 January 2026 to 31 March 2027


	Documents to be provided:
	1) Your Bid and any relevant documentation. Price should be exclusive of VAT. 
2) References
3) Confirm if you will be operating through your own limited company, sometimes referred to as a 'personal service company'. 
4) Any other relevant information specifically requested.
5) Appendix 2: Signed Contractual Undertakings
6) Appendix 6: Quality Questions [(not used)]
 7)  Appendix 7: Critical Requirements [(not used)]
 8)  Appendix 8: Financial Submissions
 9)  Appendix 9: Additional Documents [(not used)]
10) Appendix 10: Equality Diversion and Inclusion Monitoring Questionnaire





1. INTRODUCTION

[bookmark: _Toc106018426][bookmark: _Toc729942613][bookmark: _Toc200456630]General

What is the contract opportunity?

The Purchaser is issuing this Invitation to Tender ("ITT") in connection with the Procurement. 
All interested Bidders can submit a Bid for this Procurement. via our e-sourcing procurement service portal. This ITT provides further details of the Procurement and the process for submitting Bids.

[bookmark: _Toc106018427][bookmark: _Toc1275339039][bookmark: _Toc200456631]Communications / Contact

The Purchaser is using the e-sourcing procurement service portal for the Procurement Process https://app.panacea-software.com/LGA-Sourcing/.

Bidders should not approach any member of the Purchaser in relation to the Procurement or the Procurement Process, other than by using the messaging facility on the e-sourcing procurement service porta

Any technical questions relating to the use of the e-sourcing procurement service portal should be addressed preferably by email to: support@panacea-software.com or telephone helpline 02079760116. This is only the technical support line, and any ITT queries should be directed to the relevant through the message centre function on the e-sourcing procurement service portal.  
          
[bookmark: _Toc106018428][bookmark: _Toc1987787654][bookmark: _Toc200456632]Bid Procedure

The purpose of this document is to describe the Procurement Process and to provide further information about the Procurement. 

All Bidders are required to complete this ITT document in order to submit their completed Bid.  All aspects of this ITT must be completed in full and submitted as part of a Bid (see Section 6 (Bid Checklist) for further information).
The ITT aims to:

· provide information to Bidders on the Procurement and the opportunities available;
· set out clearly the Purchaser's requirements;
· provide information on the Purchaser's approach to the ITT process;
· set out the deliverables required from Bidders; and
· set out the evaluation criteria and weightings that the Purchaser will use to assess Bids.

0.1 Details of the overall timetable and submission deadlines and other key dates are outlined in Section 3 (Timetable and Process) below.

0. The questions that Bidders are required to answer in the ITT are set out in Appendix 5 Award Criteria and Appendix 8 Financial Submissions

Bids should be final and complete in meeting the Purchaser's requirements. Please refer to the submission instructions in Section 4.3 (Submission Instructions) and the checklist contained in Section 6 (Bid Checklist).

Please note, that the Purchaser may request Bidders to clarify aspects of their Bids where the Purchaser considers it appropriate to do so.

Following the submission of Bids, the Purchaser will undertake an evaluation process to identify the Bidder to be awarded the Contract.

The Purchaser reserves the right to vary the procedure as described in any of the Procurement Documents including this ITT or not to proceed with the Procurement for any reason.  Reasons for varying the procedure may include but are not limited to, supporting continued competition, avoiding unnecessary bidding costs and adhering to subsequent technical or legal guidance.

1.14	The Contract will be on the Purchasers Terms and Conditions set out in Appendix 3 to this ITT. It is important that Bidders carefully review the terms and the information contained in the Important Notices regarding the acceptance of Bids. Amendments to the Purchaser’s Terms and Conditions of Contract will not be accepted.  

[bookmark: _Toc106018429][bookmark: _Toc305374423][bookmark: _Toc200456633]Definitions 

0. In this ITT, the following definitions shall apply:

	


Definitions


	Advisers
	Means all professional advisers of the Purchaser involved in the Procurement Process

	Authorised Representative 
	Means any employee of the Purchaser or the Supplier empowered to make decisions relating to the Contract, on behalf of their organisation


	Bid
	Means the written proposals submitted by a Bidder as part of this Procurement Process at any stage of the Procurement Process.


	Bidder(s)
	Means individuals and/or Organisations who are interested in submitting a Bid for the Procurement


	Confidential Information
	Means all information marked as confidential. 


	Contract:
	Means the agreement between the Purchaser and the Supplier for the provision of Services, the LGA terms and conditions the subject of this Procurement Process, including all documents to which reference may properly be made in order to ascertain the rights and obligations of the parties


	Contract Price




EIR


FoIA
	Means the price referred to in the Contract as payable by the Purchaser, together with any additions or deductions, agreed in writing under the Contract

Environmental Information Regulations 2004 as amended

Freedom of Information Act 2000 as amended


	ITT
	Means this Invitation to Tender

	Organisation





	Means a sole trader, partnership, limited partnership, limited liability partnership, Consortium, co-operative or company and any analogous entity established inside or outside the UK 


	PPO
	Purchasers’ Procurement Project Officer with lead responsibility for the Procurement


	Procurement
	Means Development of animated resilience and planning explainer videos for local government

	Procurement Documents
	Means any document issued by the Purchaser as part of this Procurement Process


	Procurement Portal
	Means https://app.panacea-software.com/LGA-Sourcing/ 

	Procurement Process
	Means the procedure set out in this ITT by which the Procurement will be procured

	Purchaser
	IDeA


	Supplier

	Means the person or Organisation responsible for carrying out the Contract which shall include the Supplier’s successors and permitted assignees.




[bookmark: _IMPORTANT_NOTICES][bookmark: _Toc456001254][bookmark: _Toc456164709][bookmark: _Ref456177634][bookmark: _Toc456178019][bookmark: _Ref456347979][bookmark: _Ref456349378][bookmark: _Ref456349629][bookmark: _Ref456349847][bookmark: _Ref472938980][bookmark: _Toc474145037][bookmark: _Ref474159073][bookmark: _Ref474159142][bookmark: _Ref474165661][bookmark: _Ref474229999][bookmark: _Ref475290072][bookmark: _Ref479340501][bookmark: _Ref479340664][bookmark: _Toc302928333][bookmark: _Toc200456634]IMPORTANT NOTICES

[bookmark: _Toc1768046986][bookmark: _Toc200456635]General 

1. 
1. This ITT has been prepared by the Purchaser and is for use by those interested in tendering for the Procurement, their professional advisers, and other parties essential to preparing a Bid for the Procurement and for no other purpose.

Bidders' attention is drawn to the further notices set out in Appendix 2: Important Notices which form part of the conditions of participation in this Procurement Process and to Section 4 (Submission Instructions) below which details how to submit Bids.


[bookmark: _Toc456001255][bookmark: _Toc456164711][bookmark: _Ref456177676][bookmark: _Toc456178021][bookmark: _Ref468444465][bookmark: _Toc474145038][bookmark: _Toc106018430][bookmark: _Toc544495641][bookmark: _Toc200456636]TIMETABLE AND PROCESS

[bookmark: _Toc106018431][bookmark: _Toc222169838][bookmark: _Toc200456637]Procurement Timetable

2 [bookmark: _Ref479347587]
The timetable below sets out the key dates and timeline this procurement process is intending to follow in the Procurement Process.
 
Please note the Purchaser reserves the right to amend this timetable and the dates are indicative.


	Date
	Stage

	12/12/25

	Publish Below Threshold Tender Notice and issue Invitation to Tender (ITT) - Procurement Documents made available online.


	07/01/26
	Deadline for receipt of clarification questions from Bidders


	5pm 14/01/26
	Deadline for return of Bids 


	26/01/26
	Evaluation of Bids and recommendation for the successful Bid.


	27/01/26
	Completion of the Purchaser approval and award decision processes.


	27/01/26
	Appointment of the successful Bidder (by issuing of the award letter and terms and conditions of the contract for signature and deadline for return to the Purchaser for completion). 

	27/01/26
	Notify successful and unsuccessful Bidders of the award decision 

	31/01/26
	Commencement of Contract

	01/02/26
	Publish Below Threshold Contract Details Notice



[bookmark: _Toc200456638][bookmark: _Toc896058266]General Information 	

Bidders are directed to the information in relation to conflicts, contained in paragraph 2.1 of Appendix 2 Important Notices and obligations on the Purchaser under FoIA and EIR.

[bookmark: _Toc106018432][bookmark: _Toc1931647615][bookmark: _Toc200456639]Pre-Bid Clarifications

Any queries arising from the Procurement Documents should be raised as soon as possible and in any event by no later than the date stated in the timetable at paragraph 3.1 above via the message centre facility on the e-sourcing procurement service portal. 

[bookmark: _Ref490421550]Upon commencement of the ITT process Bidders must not approach any member or officer of the Purchaser with any queries, other than by using the messaging facility on the e-sourcing procurement service portal. When creating a clarification question through the ‘Messaging’ facility ensure the subject title is relevant to the question that is being asked.

Any information that the Purchaser provides in response to requests for clarification will be distributed to all Bidders via the e-sourcing procurement service portal messaging facility.

When Bidders first access the ITT, they should satisfy themselves that they have seen any clarifications posted. It is in the Bidder's interest to visit the messages area regularly as clarifications may fundamentally affect their planned response.

[bookmark: _Ref490421580]On submitting a Bid in response to the ITT, it is the Bidder's responsibility to ensure that it fully understands the requirements and obligations of the ITT.  The Purchaser cannot guarantee to respond to all clarification questions and cannot warrant the accuracy of clarification responses posted.

[bookmark: _Toc106018433][bookmark: _Toc868195084][bookmark: _Toc200456640]Bid Submissions

Bids must be submitted following the instructions set out in Section 5 (Submission Instructions).

[bookmark: _Toc106018434][bookmark: _Toc247511046][bookmark: _Toc200456641]Post Bid Clarifications

Upon receipt of a Bid the Purchaser may wish to pose post-Bid clarification questions to Bidders via the e-sourcing procurement service portal or email.

[bookmark: _Toc106018435][bookmark: _Toc1018698351][bookmark: _Toc200456642][bookmark: _Ref464142541][The Award Criteria and evaluation questions are set out below: if used] 


Bidders' should respond to each point in the ITT questions when providing their answers. Answers to each of the ITT questions must be self-contained and contain no cross-references to other aspects of the response. 

Answers should contain information to evidence and demonstrate what and how the Bidder intends to deliver the [Goods / Goods and Services/Services delete as applicable] subject of this ITT.

[bookmark: _Toc106018436][bookmark: _Toc734414347][bookmark: _Toc200456643]The Price Schedule

The Bidder's price will be calculated and weighted in accordance with the instructions detailed in Section 5 Evaluation and Appendix 8: Financial Submissions. The price element of the Bid will be scored and will contribute to the overall score for the Bid. The Purchaser seeks a fully costed and transparent Contract Price. These requirements will be clearly detailed within Appendix 8: Financial Submissions. 

[bookmark: _Toc106018437][bookmark: _Toc881140907][bookmark: _Toc200456644]Completion of Bid

The information Bidders provide will be relied upon for evaluation purposes and will be taken to be true and accurate. If subsequently, the Purchaser decides that a Bid contains inaccurate information, the Purchaser may exclude that Bid (if still under evaluation) and/or terminate a Contract entered into as a result of that Bid.

Bidders are required to complete and sign the Contractual Undertaking contained in Appendix 4 in order to submit a Bid.  

[bookmark: _Toc106018438][bookmark: _Toc895144776][bookmark: _Toc200456645]Confidentiality and Freedom of Information

Bidders must highlight confidential or sensitive information contained in their Bid and mark with the words “in confidence – not to be circulated to other Bidders" followed by a brief reason(s) for the confidentiality of the information.

Bidders must not mark the entirety of their Bid as confidential. Instead, Bidders must highlight those aspects of their Bid which are genuinely confidential and explain the reasons for the sensitivity.  Bidders should note that if they fail to comply with this, the Purchaser may treat the entirety of a Bid as non-confidential. 

The Purchaser will have sole discretion as to whether or not to disclose information marked confidential, and in particular as to whether the disclosure is required to comply with the Purchaser's duties under the FoIA the EIR and any associated transparency principles.

[bookmark: _Toc106018441][bookmark: _Toc200456646]Equality and Diversity 


The Purchaser values differences and aims to create an environment where everyone feels they belong. The Purchaser is committed to being inclusive and reflecting the diverse needs of our members which the Purchaser believes is critical to the Purchaser’s success. Respecting diversity goes beyond statements and plans, the Purchaser’s aim is that it runs through everything the Purchaser does; giving equal access to opportunities, without discriminating against anyone because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation, any other aspect of their circumstances, background or heritage. 

The Purchaser expects its suppliers and others who deliver services on its behalf to share this vision and these values. Bidders should set out in their bid actions they are taking or will undertake to improve EDI and the positive impact/outcomes they hope to achieve or how the contract might enable them to do more of this in an area which they already display maturity. 
Bidders should also complete Appendix 10 Equality and Diversity Monitoring Questionnaire which will be used for our monitoring purposes only.

Though not separately scored, unless core to the service being procured, this section will be assessed as part of the quality assessment. 
[bookmark: _Ref468444509]
[bookmark: _Toc106018443][bookmark: _Toc199148203][bookmark: _Toc200456648]Due Diligence

Prior to reaching a contract award decision, the Purchaser may undertake due diligence on the highest scoring Bidder. Where due diligence is carried out, the Purchaser's contract award decision will be subject to the satisfactory completion of this due diligence.

[bookmark: _Toc106018444][bookmark: _Toc1269578081][bookmark: _Toc200456649]Contract Award

Contract award is subject to the formal approval process of the Purchaser.  Until all necessary approvals are obtained, no contract(s) will be entered into.

[bookmark: _Toc104470417][bookmark: _Toc104470861][bookmark: _SPECIFICATION][bookmark: _Toc456001257][bookmark: _Toc456164710][bookmark: _Toc456178020][bookmark: _Ref456347871][bookmark: _Toc474145039][bookmark: _Toc106018445][bookmark: _Toc897198872][bookmark: _Toc200456650]SPECIFICATION

[bookmark: _Toc106018446][bookmark: _Toc245965183][bookmark: _Toc200456651]About the Specification

3 
The Services are described in the Specification in Appendix 1 Specification to this ITT.

Through their responses Bidders shall demonstrate how they intend to deliver the Services subject of this Specification.
 
[bookmark: _Toc106018447][bookmark: _Toc428280139][bookmark: _Toc200456652]Cost Strategy

[bookmark: _Toc456164712][bookmark: _Ref456177649][bookmark: _Toc456178022][bookmark: _Ref456178194][bookmark: _Ref456347992][bookmark: _Ref456349401][bookmark: _Toc474145040][bookmark: _Toc106018448][bookmark: _Toc456001256]The Purchaser’s budget for this procurement is (£48,000) exclusive of VAT. The Purchaser seeks a fully costed and transparent Contract Price. Any additional requirements will be will be clearly detailed within Appendix 8 Financial Submissions]
The total budget for this work is £48,000 (inclusive of VAT). This will be paid in two instalments: 

· £24,000 in March 2026 following the delivery of Phase 1 & 2. 

· £24,000 in September 2026 following the completion of the project. This is subject to additional grant funding provided by MHCLG in the new financial year.  

[bookmark: _SUBMISSION_INSTRUCTIONS][bookmark: _Toc868847983][bookmark: _Toc200456653]SUBMISSION INSTRUCTIONS

[bookmark: _Toc106018449][bookmark: _Toc715066358][bookmark: _Toc200456654]General

The Purchaser will reject Bids delivered after the date and time specified as the deadline.  Appendix 2 Important Notices

The Purchaser reserves the right, at its discretion, to request clarifications in writing or further relevant information from any Bidder after the submission of Bids. 

All ITT responses must be submitted electronically via the e-sourcing procurement service portal. 

[bookmark: _Toc106018450][bookmark: _Toc1216674835][bookmark: _Toc200456655]Return of Bid Documentation

User guides are available from the Help menu on the e-sourcing procurement service portal. Bidders are advised to make themselves familiar with the content of the user guides prior to uploading Bids by using the topics within the ‘Help’ menu located on the header bar of all pages.

New users to the e-sourcing procurement service portal must register first to obtain a username and password before returning to this opportunity. Bidders should refer to the help link under 'Useful Links' that provides guidance on how to register and use the system.
[bookmark: _Ref456277252]
Failure to comply with this instruction may result in your Bid being discounted. Your Bid must be submitted through the e-sourcing procurement service portal (this may be submitted at any time prior to the closing time and date). Submission of electronic Bids should not be left to the last moment as it may take some time to upload your completed Bid as bids submitted after the stated closing date and time will not be considered. Bids may be rejected if they are not properly completed.
 
4.10       Where additional information has been requested (e.g. a company structure chart), this information should be clearly named to identify the file's contents and should be uploaded with your Bid.

[bookmark: _Toc104470420][bookmark: _Toc104470868][bookmark: _EVALUATION][bookmark: _Toc456164713][bookmark: _Toc456178023][bookmark: _Ref456347918][bookmark: _Ref456349600][bookmark: _Ref456350146][bookmark: _Ref464142841][bookmark: _Ref466302031][bookmark: _Ref472938947][bookmark: _Toc474145041][bookmark: _Ref474162974][bookmark: _Ref474163327][bookmark: _Ref474163351][bookmark: _Ref474163420][bookmark: _Ref479340710][bookmark: _Toc106018451][bookmark: _Toc493286079][bookmark: _Toc200456656]EVALUATION

[bookmark: _Toc106018452][bookmark: _Toc1558628156][bookmark: _Toc200456657]General

4 
This Section 5 sets out the evaluation criteria against which the ITT responses will be assessed. 

Bidders are required to respond to each of the questions set out in Appendix 6 Quality Questions.

[bookmark: _Toc106018453][bookmark: _Toc1723145654][bookmark: _Toc200456658]Evaluation Criteria and Weightings

The contract award decision will be made based on the application of the detailed evaluation criteria shown in Appendix 5: Award Criteria.

[bookmark: _Toc106018454][bookmark: _Toc1257807149][bookmark: _Toc200456659]Evaluation Methodology 

[bookmark: _Ref474417488]Prior to carrying out the detailed scoring of Bids, the Purchaser may conduct compliance checks. Bids which are substantially incomplete or which are non-compliant with the requirements set out in this ITT will be rejected.

Following compliance checks, each Bid will be evaluated and scored against the evaluation criteria and weightings and Bidders will be ranked in line with their scores.

The evaluators will allocate scores in accordance with the scoring scale at paragraph 6.14, and the award criteria in Appendix 5: Award Criteria.

Prices contained in Bids will be evaluated after the quality evaluation has been completed.

[bookmark: _Ref474231118]Once the quality and price scores have been allocated and moderated the weightings are applied and the resulting scores are combined for each Bidder to produce a final overall score for that Bidder. The successful Bidder(s) will be the one(s) that submit the highest scoring overall Bid(s).

[bookmark: _Toc106018455][bookmark: _Toc1598256323][bookmark: _Toc200456660]Quality Evaluation

Scoring Scale

[bookmark: _Ref456084786]In relation to the Quality criteria as indicated in Appendix 5: Award Criteria each question will be scored in application of the following scoring scale:

	Score
	Description


	4
	Excellent

The Bidder provides a high level of confidence that:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and
· the Bidder has proposed a robust approach; and
· the Bidder exceeds the Purchaser’s expectations in delivery of the required outputs.


	3
	Good

The Bidder provides a good level of confidence that:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and
· the Bidder has proposed a robust approach.


	2
	Satisfactory

The Bidder provides an satisfactory level of confidence (with only minor reservations) that:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and
· the Bidder has proposed a robust approach.


	1
	Poor

The Bidder has not responded to the question in full; and/or
the response gives rise to some major reservations in respect of whether:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and/or
· the Bidder has proposed a robust approach.


	0
	Unacceptable
The Bidder’s response does not answer the question and/or is irrelevant and/or is otherwise unacceptable.




[bookmark: _Ref466389561]In applying the scoring scale, each Bid will be evaluated according to its quality and deliverability. The term ‘quality’ in this context refers to performance and fitness for purpose of the proposal and therefore covers any aspect of a submission that affects the performance of the contract. ‘Deliverability’ refers to the likelihood that all aspects of a particular submission could in fact be delivered by the Bidder concerned.

[bookmark: _Toc106018456][bookmark: _Toc200456661][bookmark: _Toc1969477154]Evaluation Panel

Each member of the evaluation panel will assess each Bid separately.  Questions may be divided between evaluation panel members so that an evaluator may not read the entirety of a Bid.

The evaluation panel members will, on an individual basis for each Bidder’s response to a question, decide which commentary most accurately describes the response. The evaluation panel members will record the corresponding score and the strengths and weaknesses of the response.

Only the score corresponding to the commentary detailed in the scoring scale in paragraph 5.9 above may be awarded to a response (i.e.: 0 - 4). No other scores may be used and decimal scores are not permitted (e.g. 3.5).

[bookmark: _Toc106018457][bookmark: _Toc200456662][bookmark: _Toc11377444]Moderation 

A moderation process will then be undertaken with the evaluation panel to discuss and agree on an overall single consensus score for each response where individual evaluator scores differed in relation to a Bidder’s response to a question.

Each question/ criteria will be awarded a consensus score in accordance with the scoring scale at par 5.9 above (i.e. 0-4). 

[bookmark: _Toc106018458][bookmark: _Toc1626253758][bookmark: _Toc200456663]Price Evaluation


Price will be evaluated by applying the methodology set out below to the response provided by Bidders in their Financial Submissions set out in Appendix 8.

The lowest price will score the full marks for price save for abnormally low Bids.  All  other Bid price will be  scored based on their deviation from the lowest submitted bid price. All results will be rounded to two decimal places. 

Price scores will then be multiplied by the price weighting to give a final price score
[bookmark: _Toc106018459]
[bookmark: _Toc1066131419][bookmark: _Toc200456664]Final Evaluation Score 

The final overall quality + price score for each Bidder is obtained by adding the final weighted quality score for that Bidder to the final weighted price score to give an overall combined quality + price score out of 100. 

Each Bidder’s overall quality + price score will be compared with the other Bidders’ overall quality + price scores to identify the successful Bid(s).
[bookmark: _BID__CHECKLIST][bookmark: _Ref466381567][bookmark: _Toc474145042][bookmark: _Toc106018463][bookmark: _Toc272781950][bookmark: _Toc200456665]

BID CHECKLIST

5 
Bidders should ensure that they have fully read this ITT and each of the Appendices to the ITT (including the Specification (Appendix 1 Specification) and the Contract (Appendix 3 Contract) before commencing the completion of their Bids.

The checklist below should be used by Bidders to check that they have considered all necessary Procurement Documents and that they have completed and returned all Appendices which will form part of their Bids.



	
	Document title
	Document location (if not contained in this ITT)
	Actions for Bidder
	Complete

	1. 
	ITT 
	
	Read 
	

	2. 
	Appendix 1 Specification
	Uploaded as a separate document to Panacea
	Read
	

	3. 
	Appendix 2 Important Notices
	
	Read
	

	4. 
	Appendix 3 Contract
	Uploaded as a separate document to Panacea
	Read 
	

	5. 
	APPENDIX 4: Contractual Undertaking
	
	Read, sign and submit
	

	6. 
	Appendix 5: Award Criteria
	
	Read 
	

	7. 
	Appendix 6 Quality Questions [not used]
	
	
	

	8. 
	Appendix 7 Critical requirements [ not used] 
	
	
	

	9. 
	Appendix 8 Financial submissions
	
	Read, complete, sign and submit
	

	10. 
	Appendix 9: Additional Documents [not used]
	
	
	

	11. 
	[bookmark: _Hlk106645246]Appendix 10 Equality Diversion and Inclusion Monitoring Questionnaire
	
	Read, complete, sign and submit
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[bookmark: _Toc456178047][bookmark: _Toc456280291][bookmark: _Ref483231115][bookmark: _Toc106018464][bookmark: _Toc910196464][bookmark: _Toc200456666]Appendix 1: Specification
                         
Appendix 1: Specification has been uploaded as a separate document to Panacea
[bookmark: _Ref483230426][bookmark: _Ref456341382]


[bookmark: _Appendix_2_Important][bookmark: _Toc1863920339][bookmark: _Toc200456667][bookmark: _Toc106018465]Appendix 2: Important Notices Appended document
These Notices form part of the conditions of participation in this Procurement Process

1. Confidentiality

1.1. The Procurement Process may involve the Purchaser providing Confidential Information to the Bidders.  The Bidders shall at all times:

1.1.1.            treat all Confidential Information as confidential;

1.1.2. not disclose, copy, reproduce, distribute or pass the Confidential Information to any other person at any time;

1.1.3. not use the Confidential Information for any purpose other than for the purposes of making (or deciding whether to make) a Bid in relation to the Procurement; and

1.1.4. comply with the provisions of paragraph 4.1 below (which contains restrictions on publicity activity within any section of the media or similar).

1.2. Bidders may disclose, distribute or pass the Confidential Information to another person (including, but not limited to, for example, employees, consultants, sub-contractors or advisers, the Bidder's insurers or the Bidder's funders) if either:

1.2.1. this is done for the sole purpose of enabling a Bid to be made and the person receiving the Confidential Information undertakes in writing to keep the Information confidential on the same terms as set out in this ITT; or

1.2.2. the Bidder obtains the prior written consent of the Purchaser in relation to such disclosure, distribution or passing of the Information

1.3. The Purchaser may disclose detailed information relating to Bids to the Purchaser's members, directors, officers, employees, agents or advisers and they may make the key Bids documents available for private inspection by the Purchaser's members, directors, officers, employees, agents or advisers.

1.4. The Purchaser will act reasonably as regards the protection of Bidder's Confidential Information, subject to the Purchaser's duties under the Freedom of Information Act 2000 and the Environmental Information Regulations 2004 (see 11.1 below) and any other associated transparency duties.

2. Conflicts

2.1. [bookmark: _Ref479255904]The Purchaser requires all actual or potential conflicts of interest to be declared and resolved to the Purchaser's satisfaction prior to the delivery of a Bid. Failure to declare such conflicts (including new conflicts which may arise during the Procurement Process) and/or failure to address such conflicts to the reasonable satisfaction of the Purchaser could result in a Bidder being disqualified at the sole discretion of the Purchaser.
3. Canvassing and non-collusion

3.1. The Purchaser reserves the right to disqualify (without prejudice to any other civil remedies available to the Purchaser and without prejudice to any criminal liability which such conduct by a Bidder may attract) any Bidder who (or its directors or any other person who has powers of representation, decision or control of the Bidder), in connection with this ITT:

3.1.1. offers any inducement, fee or reward to any member or officer of the Purchaser or any person acting as an adviser for the Purchaser in connection with this ITT;

3.1.2. does anything which would constitute an offence within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906, where the offence relates to active corruption;

3.1.3. does anything which would constitute the offence of bribery, where the offence relates to active corruption or an offence within the meaning of section 1 or 6 of the Bribery Act 2010;

3.1.4. canvasses any member or officer of the Purchaser or any person acting as an adviser for the Purchaser in connection with this ITT;

3.1.5. contacts any officer of the Purchaser prior to the Contract being entered into about any aspect of the ITT in a manner not permitted by this ITT (including without limitation contact for the purposes of discussing the possible transfer to the employment of the Bidder of such officer);

3.1.6. [bookmark: _Ref479325655]fixes or adjusts the amount of its Bid by or in accordance with any agreement or arrangement with any other Bidder (other than its own supply chain);

3.1.7. [bookmark: _Ref479325657]enters into any agreement or arrangement with any other Bidder to the effect that it shall refrain from making a Bid or as to the amount of any Bid to be submitted;

3.1.8. causes or induces any person to enter such agreement as is mentioned in either paragraph 3.1.6 or 3.1.7 or to inform the Bidder of the amount or approximate amount of any rival Bid;

3.1.9. canvasses any person connected with this ITT who is not one of its own team;

3.1.10. offers or agrees to pay or give or does pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other Bid (or proposed Bid any act or omission; 

3.1.11. communicates to any person other than the Purchaser the amount or approximate amount of his proposed Bid (except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of a Bid);

3.1.12. enters into any agreement with any other Bidder aimed at distorting the outcome of the competition;

3.1.13. undertakes to unduly influence the decision-making process of the Purchaser; or

3.1.14. undertakes to obtain confidential information that could confer upon an undue advantage in the award of the Contract.

3.2. Bidders will be required to complete and submit certificates of non-collusion and non-canvassing as part of their Bid.

4. Publicity

4.1. [bookmark: _Ref479325444]Bidders shall not undertake (or permit to be undertaken) at any time, whether at this stage or after the Contract has been entered into, any publicity activity with any section of the media in relation to the Procurement other than with the prior written agreement of the Purchaser.  Such agreement shall extend to the content of any publicity.  In this paragraph, the word "media" includes (but without limitation) radio, television, newspapers, trade and specialist press, the internet and email accessible by the public at large and the representatives of such media.
 
5. Liability of the Purchaser and its Advisers

5.1. In the Procurement Documents, "the Purchaser" includes all or any of the Purchaser and its members, officers and Advisers, and the directors, officers, members, partners, employees, other staff, agents or advisers of any such body or person.

5.2. The Procurement Documents have been prepared by and on behalf of the Purchaser for the purposes of:

5.2.1. providing an application procedure for individuals or Organisations interested in submitting a Bid for the Procurement; and

5.2.2. to assist persons interested in submitting a Bid for the Procurement in making their own evaluation of the potential opportunity.

5.3. The Procurement Documents are intended only to provide a background explanation of the Procurement and are not intended to form the basis of any decision on whether to enter into any contractual relationship with the Purchaser.  The Procurement Documents do not purport to have been independently verified.  The Procurement Documents should not be relied on as an investment recommendation of the Procurement made by the Purchaser to Bidders.

5.4. The Purchaser and its Advisers:

5.4.1. do not make any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of the Procurement Documents provided.  Any persons considering entering into a contractual relationship with the Purchaser should make their own investigations and independent assessment of the Purchaser and its requirements for this Procurement and should seek their own professional technical, financial and legal advice; and

5.4.2. exclude all liability for any loss or damage whether caused by contract, tort (including negligence), misrepresentation or otherwise (other than in respect of fraud or fraudulent misrepresentation or personal injury or death) in relation to the Procurement Documents and/or arising as a result of reliance on the information in the Procurement Documents or any subsequent information made available to Bidders.  Any and all liability is expressly excluded to the maximum extent permissible by law.

5.5. Only the express terms of any written contract relating to the Procurement (as and when it is entered into) shall have any contractual effect in connection with this Procurement Process.

5.6. The publication of the Procurement Documents in no way commits the Purchaser to award any contract to deliver the Procurement.  The Purchaser reserves the right to vary or change all or any part of the procedures for the Procurement Process at any time or not to proceed with the Procurement for any reason.

5.7. For the purposes of the Procurement and the Procurement Process, all Advisers referred to in this document are acting exclusively as the advisers to the Purchaser and will not be responsible or owe any duty of care to anyone other than the Purchaser.

6. Provision of further information from Bidders prior to making a Bid 

6.1. The Purchaser is relying on the information provided by Bidders during the Procurement Process (including but not limited to Bids).  If, at any time during this Procurement Process there are any material changes to that information, the Bidder must advise the Purchaser as soon as practicable (even if this is prior to the submission of a Bid). Upon receipt of such information, the Purchaser shall be entitled to revisit the selection and/or evaluation of the Bidder and exclude the Bidder, if necessary, as a result of that process.

7. Procurement Process and costs 

7.1. The Purchaser reserves the right at any time:

7.1.1. to require a Bidder to clarify their Bid(s) in writing and/or provide additional information (failure to respond adequately may result in a Bidder not being successful); and/or

7.1.2. to amend the terms and conditions of the Procurement Process;

7.1.3. not to consider Bids other than those specified;

7.1.4. to issue amendments or modifications to the ITT;

7.1.5. to alter the timetable to contract award; 

7.1.6. to cancel or withdraw from the Procurement Process at any stage; and

7.1.7. not to award a contract.

7.2. All Bidders are solely responsible for their costs and expenses incurred in connection with the preparation and submission of Bids and participation in this and all future stages of this Procurement Process.  Under no circumstances will the Purchaser be liable for any costs or expenses incurred by Bidders or any of a Bidder's supply chain, partners or advisers in this Procurement Process. This is the case even where the Purchaser abandons the Procurement Process for any reason.

8. Rejection of Bids

8.1. The Purchaser will reject or disqualify a Bidder at any time during the Procurement Process where a Bid is submitted late.

8.2. The Purchaser reserves the right to reject or disqualify a Bidder at any time during the Procurement Process where:

8.2.1. a Bid is completed incorrectly, is materially incomplete or fails to meet the Purchaser's submission requirements which have been notified to the relevant Bidder;

8.2.2. a Bidder provides inaccurate information regarding a sub-contractor who is to play a significant role in delivering key requirements;

8.2.3. the Bidder are guilty of material misrepresentation in relation to its Bid and/or the Procurement Process;

8.2.4. the Bidder contravenes any of the terms and conditions of this ITT; 

8.2.5. there is a change in identity, control, financial standing or other factor impacting on the selection and/or evaluation process affecting the Bidder; or

8.2.6. Bids or offers by Bidders are made subject to additional or alternative conditions. 

8.3. All information conveyed within a Bid will be relied upon as being true and accurate and will form part of the Contract. If any of the information given within a Bid is subsequently identified as being inaccurate, the Purchaser may exclude that Bidder from further consideration pre contract award. In the event of such an eventuality post contract award, the Purchaser reserves the right to terminate the Contract.

8.4. The disqualification of a Bidder will not prejudice any other civil remedy available to the Purchaser and will not prejudice any criminal liability that such conduct by a Bidder may attract.

8.5. [bookmark: _Ref479252721]Where the Bidder proposes to use one or more sub-contractors to deliver some or all of the contract requirements, a separate Appendix must be used to provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key contract deliverables each sub-contractor will be responsible for.

8.6. [bookmark: _Ref479252723]The Purchaser recognises that arrangements in relation to sub-contracting may be subject to future change and may not be finalised until a later date.  However, Bidders should be aware that where information provided to the Purchaser indicates that sub-contractors are to play a significant role in delivering key contract requirements, any changes to those sub-contracting arrangements may affect the ability of the Bidder to proceed with the Procurement Process or to provide the supplies and/or services required.  Bidders should therefore notify the Purchaser immediately of any change in the proposed sub-contractor arrangements. The Purchaser reserves the right to deselect the Bidder prior to any award of contract, based on an assessment of the updated information.

9. Acceptance of Bids

9.1. [bookmark: _Ref479325801]Bidders are reminded that no contract is entered into until the relevant contractual documents have been duly signed on behalf of the Purchaser, the successful Bidder and all other relevant parties and declared unconditional. No dialogue or communication with the Purchaser, shall imply acceptance of any offer or constitute an indication that the Bidder will be awarded the contract.

9.2. The Contract shall be in the form set out in Appendix 3 Contract and subject to the Purchaser’s Standard Conditions of Contract.  Wherever special conditions of contract are contained in the ITT, the contract shall be subject to those special conditions in addition to the Standard Conditions of Contract, and where those special conditions are inconsistent with the Purchaser's Standard Conditions of Contract, the special conditions shall prevail.

9.3. The price(s) quoted in the Supplier’s Bid shall remain fixed throughout the term of the Contract except as may be varied in accordance with the terms of the Contract. 

9.4. Contract terms will not be subject to negotiation.

10. Freedom of Information Act 2000 and Environmental Information Regulations 2004

10.1. [bookmark: _Ref479325598]The Purchaser is subject to the requirements of the Freedom of Information Act 2000 (the "Act") and the Environmental Information Regulations 2004 ("EIR").  Accordingly, all information submitted to it may need to be disclosed by the Purchaser in response to a request under either the Act or the EIR (a "Request").

10.2. In making any submission during this Procurement Process, each Bidder acknowledges and accepts that information contained therein may be disclosed by the Purchaser under the Act or EIR without consulting the Bidder, although the Purchaser will endeavour to consult with the Bidder and consider its views before doing so.

10.3. If Bidders consider that any information made available to the Purchaser is commercially sensitive, they should identify it and explain (in broad terms) what harm may result from disclosure, and the time period applicable to that sensitivity.  Even where information made available to the Purchaser is marked commercially sensitive, the Purchaser shall be entitled (acting in its sole discretion) to disclose it pursuant to a Request. Please also note that information marked "confidential" or equivalent by Bidders does not bind the Purchaser to any duty of confidence by virtue of that marking.
10.4. Exemptions to disclosure pursuant to a Request do exist and the Purchaser reserves the right to determine (acting in its sole discretion) whether there is any available exemption and whether to disclose any information made available to it by Bidders pursuant to any Request. If you are unsure as to the Purchaser's obligations under the Act or EIR regarding the disclosure of sensitive information please seek independent legal advice.
12. Intellectual Property

All documentation supplied by the Purchaser in relation to this ITT (including all Procurement Documents) is and shall remain the property of the Purchaser and must be returned on demand, without any copies being retained.  Bidders are not authorised to copy, reproduce, or distribute the information in the Procurement Documents at any time except as is necessary to produce a Bid.

1. Environmental Issues 

The Supplier will be expected to deliver this Contract in an environmentally friendly manner as reasonably possible and to work with the Purchaser to improve sustainability through the life of this Contract.



[bookmark: _APPENDIX_3_Contract][bookmark: _Toc106018466][bookmark: _Toc1707873038][bookmark: _Toc200456668]Appendix 3: Contract
[bookmark: _Toc456178048][bookmark: _Toc456280292]
Appendix 3: Contract has been uploaded as a separate document to Panacea
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[bookmark: _APPENDIX_4:_Contractual][bookmark: _Ref483231023][bookmark: _Toc106018467][bookmark: _Toc1036385787][bookmark: _Toc200456669]Appendix 4: Contractual Undertaking

TENDER FOR THE [DEVELOPMENT OF ANIMATED RESILIENCE AND PLANNING EXPLAINER VIDEOS FOR LOCAL GOVERNMENT]

CONTRACTUAL UNDERTAKING 


To [IDEA] ("the Purchaser ")

I / We the undersigned DO HEREBY UNDERTAKE on the acceptance by the Purchaser of my / our Bid either in whole or in part, to supply (or perform the services), on such terms and conditions and in accordance with such Specifications (if any), as are contained or incorporated in the Purchaser's ITT.  I / We agree and declare that the acceptance of this Bid by letter on behalf of the Purchaser, whether for the whole or part of the items included therein, will constitute a contract for the supply of such items, and I / We, if requested by the Purchaser, will enter into a further agreement for the due performance of the contract.

*Signed: ...................................................………............ Date: ..............................................


Name: (in block capitals): .......................………….................................................................................................


In the capacity of: ................................................. on behalf of: ...............…………................
(State official position, i.e. Director, Manager, Secretary etc.).


Bidders Name and postal address:............................ …………................................

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

Telephone No: ....................................…......……........ 


E-mail: ............................….............................

*Company Registration Number and legal form:……………………………………….

*(It must be clearly shown whether the Bidder is a limited company, statutory corporation, partnership or single individual, trading under his own or another name, and also if the signatory is not the actual Bidder, the capacity in which he/she signs or is employed).
[bookmark: _Ref483230128]
[bookmark: _Ref483231286][bookmark: _Toc106018468][bookmark: _Toc472127803][bookmark: _Toc200456670][bookmark: _Ref456343242]Appendix 5: Award Criteria 


[bookmark: _Toc106018469][bookmark: _Toc658647165][bookmark: _Toc200456671]Table 1A: Evaluation Criteria and Weightings 

	
	Criteria
	Weighting for Bid Evaluation

	
A
	
[QUALITY]

	
70%

	
B
	
[PRICE]

	
30%

	TOTAL
	
	100%



[bookmark: _Ref483230283]
Table 1B

	Quality Criteria
	Sub-Criteria
	Weighting for Bid Evaluation

	Overview of methodology and suitability of approach 

	· Please provide an overview of the methodology you would use to deliver this work, including your project plan, key milestones, the benefits of this approach and any risks, issues you foresee. 
· Bidders must demonstrate that their firm has the necessary experience, quality of staff, project management processes and procedures and ability to meet the project specific requirements.
· Please also provide any other information that would make you/your organisation suitable to deliver the work. 
· Experience of providing similar or comparable service (provide details including scope of work, value and duration together with details of two referees who will be approached for references).
· Details of the key personnel intending to provide the service. Please include CV’s.

	35%

	Relevant skills, knowledge, and experience 

	· Please provide an overview of the relevant skills and experience which makes you/your organisation suitable to deliver this work. 

	20%

	Quality Assurance
	· Please provide information on quality assurance processes that will be followed during this project. 

	10%

	Equality Diversity and Inclusion

	· Please provide details of how you will apply EDI considerations in designing the outputs for this work.
· Please provide details of how you have approached EDI in previous work you have carried out.

	5%













[bookmark: _Appendix_6:_Quality][bookmark: _Appendix_8_Financial][bookmark: _Toc3300173][bookmark: _Toc200456674][bookmark: _Ref483231042][bookmark: _Toc106018472]Appendix 8: Financial Submissions

[bookmark: _Toc1335595380]Pricing:

The total budget for this work is £48,000 (inclusive of VAT). This will be paid in two instalments: 
· £24,000 in March 2026 following the delivery of Phase 1 & 2. 
· £24,000 in September 2026 following the completion of the project. This is subject to additional grant funding provided by MHCLG in the new financial year.  

Financial submissions should follow the criteria set out in this Appendix 8 

All submissions should be at a competitive rate.

Suppliers should present their cost per video and cost per 6 videos.







[bookmark: _Appendix_9:_Additional][bookmark: _Hlk106702128][bookmark: _Toc1310706844][bookmark: _Toc200456676]Appendix 10: Equality and Diversity and Inclusion Monitoring Questionnaire 

Any information provided will be used for monitoring purposes only and will not be taken into account in evaluating bidders.

Purpose

The Purchaser values differences and aims to create an environment where everyone feels they belong. The Purchaser is committed to being inclusive and reflecting the diverse needs of our members which the Purchaser believes is critical to the Purchaser’s success. Respecting diversity goes beyond statements and plans, the Purchaser’s aim is that it runs through everything the Purchaser does; giving equal access to opportunities, without discriminating against anyone because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation, or any other aspect of their circumstances, background or heritage. 

The Purchaser expects its suppliers and others who deliver services on its behalf to share this vision and these values. 

In order to measure our relevant performance, we collect supplier and potential suppliers’ diversity data. For this reason, we would like you to answer the following questions set out below. Any information provided will be used for monitoring purposes only and will not be taken into account in evaluating bidders.

Is your business any of the following? 

[Defined as: in sole control of the enterprise or more than 50 per cent of the ownership]

A disability-owned enterprise		☐
An ethnic minority-owned enterprise	☐
A non-binary owned enterprise		☐
A women-owned enterprise             	☐
None of the above				☐
Prefer not to say				☐






Please put the relevant percentage next to the option that reflects your organisational profile. 


1. What is the % breakdown of your board members and employees under the following categories? 

	Category
	Percentage

	Disabled
	

	Ethnic minorities
	

	Non-Binary
	

	Women
	

	Not known
	

	Prefer not to say
	




2. What is the % breakdown of the age demographic of your company? 

	Age range
	Percentage

	Up to 30
	

	31 – 45
	

	46 – 64
	

	65+
	





Bidders should provide a copy of their equality diversity and inclusion policy with their bid.              




INTERNAL NOTE: PLEASE RETURN YOUR COMPLETED MONITORING QUESTIONNAIRE SHOULD BE EMAILED TO: EDIProcurement@local.gov.uk
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