%2 Winchester
W 0/ City Council

Procurement of a Grants Management Software System

Specification

Summary
Winchester City Council wishes to procure a software to support the administration,
management, promotion and reporting of its various grants programmes. The
overall aim of the initiative is to streamline the grants process, in order to:

e reduce time-consuming manual processes for officers;

e improve the customer experience for applicants, and

e enhance transparency in line with Government expectation.

Deadline for bids: Bids from appropriate organisations and individuals should be
submitted by noon on Wednesday 30 September 2015, in accordance with the
requirements set out in section 3 of this specification.

1. Background Information

1.1 Introduction

The Council has for many years provided funds to support the work of voluntary and
community organisations in the Winchester District, recognising the wide and valued
range of services they provide and their capacity to support the delivery of the
outcomes of the Winchester District Community Strategy.

The Council currently has an annual budget for voluntary and community groups of
approximately £600,000 per annum to award and administer. In addition, there
smaller grants programmes for individuals and organisations managed by teams
across the organisation, for purposes ranging from environmental and community
planning to business start ups and apprenticeships. On occasion, the Council also
awards ad hoc grants such as a four-year capital grant to support major
refurbishment work at Winchester Cathedral or a one-off resilience grant to a local
arts organisation.

The grants programmes are all administered manually at present. Although
applicants appreciate the personal touch, the process is labour-intensive and can
lead to duplication of effort, human error, delays and inconsistency. It can also be
stressful for staff administering grants, particularly when deadlines coincide or at
critical times in the annual financial cycle. The Council believes that the time taken
to run manual systems could be used more pro-actively to support the development
and resilience of the community and voluntary sector.

1.2 Policy Context

The Winchester District Community Strategy (2010 — 2020) sets out the priorities for
the Council. The grants programmes are intended to support delivery of the
outcomes of the Strategy, which are currently:



i) Active Communities — encouraging healthy lifestyles and active participation in
communities, ensuring people can access the services they need.

i) High Quality Environment — ensuring that our natural and built environments are
valued, enhanced and respected in a way that contributes to a sense of place and
underpins a prosperous economy.

iii) Prosperous Economy — fostering a dynamic and creative economy, supported by
excellent education and communications. Encouraging new business and
entrepreneurship, tackling worklessness and promoting a low carbon economy.

In addition, the Strategy sets out a corporate outcome of being an Efficient and
Effective Council. The procurement of this software would contribute to the delivery
of this outcome, whilst also optimising the capacity of the grants to make impact
under the other three outcome areas above.

1.3  Existing Processes

The Council currently administers approximately 120 grants for community and
voluntary organisations annually, across four different grant streams — although the
exact number and nature of the schemes can change over time.

On-line applications are now encouraged for all grant streams, using e-forms built
using software that is provided by one of the Council’s preferred IT suppliers
(WebLabs). However, some organisations and individuals still prefer to make paper-
based applications, which the Council has no intention of refusing at present.

Applications are currently recorded and processed using an excel spreadsheet, but
require additional interventions for payments via the corporate e-finance system,
CIVICA Financials.

The work flow process for the grants is as follows:-
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In the case of core funding, the annual processes can overlap. Final monitoring
information for the preceding year may not be received until the following year’s
grant has been awarded.



1.3 Partnership Working

The Council has a shared IT service with Test Valley Borough Council (TVBC) and
routinely procures software and services across the two councils for economies of
scale.

TVBC runs its own grants programmes and officers are beginning to consider the
need for a grants management system, but are not yet ready to proceed with a
formal procurement process — and indeed may choose not to proceed, should such a
recommendation not be supported corporately.

This procurement process will therefore be run in a way that will enable TVBC to buy
in at a later stage if they choose to do so, without having to carry out further
procurement work of their own.

However, a key aspiration for Winchester City Council is to have a new system
installed and tested in time for the start of the next core funding cycle in October
2015. There is no intention to wait for a decision by TVBC before moving ahead with
the project.

2. Procurement Requirements

2.1 Outcome
The overall outcome of this project should be as follows:

The Council delivers its grants programmes in the most efficient and effective
way possible, creating a positive customer experience for applicants and freeing
up officer time to provide more proactive development support for the voluntary
sector.

2.2  Key Features of the New System
The Council seeks to procure specialist software for the management, processing
and reporting of grants. Key features should be:

e A system which facilitates and aligns comfortably with the Council’s existing
grant making processes

e A front end that is easy to navigate and use for applicants

e A data management system for administration purposes that is flexible, easy
to maintain and intuitive

e A system that meets transparency, audit and other reporting requirements

e The flexibility to add, remove and adapt grants programmes over time

e Customer-friendly and timely technical support.

2.3 Technical Requirements
This specification has been produced by officers responsible for grants, and not by
IT specialists, although the project has the support of the Council’s IT team.

In addition to the key features at 2.2 above, technical requirements are considered to
be as follows:



e Access for multiple users, with different access user levels:- manager,
editor/administrator, read only etc. Obviously, should the system be procured
across both the Winchester City Council and TVBC areas, it will be essential
to segregate the two sets of Council information completely.

e Secure system to store information and documents relating to each applicant
(eg annual reports, accounts, pictures, excel spreadsheets, PDFs)

e Configurable database which allows user to add and delete fields from a
menu of options

e Complete audit trail of the application process — captures the full grant cycle
from start to finish

e Ability to capture and report on quantitative data, and also qualitative data
such as feedback from beneficiaries, case studies, external assessments etc

e Ability to monitor, record and report on the outcomes and end of grant
process

e Reporting function to include accurately producing statistics on applications
received, locations, grants awarded to the organisation, outcomes, formal
decision-making references etc

e Facility for the applicant to sign the Council’'s data protection statement
Record and report on equalities monitoring information provided by applicants

e Document production:- standard letters, emails, funding agreements, service
level agreements, end of grant reports, end of year reports

e Facility to capture and manage payments

e The capability to interface with the Councils CIVICA Finance system in order
to facilitate payments

e System alerts for payments, monitoring, outstanding processing

e Continual development and system upgrades

e Reliable support service for applicants and administrators, available as a
minimum from 9am to 5pm Mon - Fri

e User manual for applicants and administrators

e Capability to import historic grants data

e The capability for remote access and mobile working whilst out on location
visiting an applicant

Based on recent experience, the following specific attributes are required from on-
line forms within the system:

Ease of manipulation by grants officers without significant technical expertise
Functionality to create tables (eg to seek budget information from applicants)
Applicants to be able to append documents

Applicants to be able to review and save forms

Applicants to be able to receive a copy of a form that they submit

Email acknowledgement to applicants

Online forms to feed automatically data into database

Appended documents to be sorted on the database

Officers have carried out some preliminary research into grants management
software currently on the market, but welcome suggestions of other features which
will actively help to deliver the outcome specified at 2.1 above.



3. Making a Bid

This opportunity has been advertised on the South East Business Portal and
Contracts Finder and via local and regional networks. Bids may be submitted by any
organisation (private, public, voluntary sector) which considers itself able to fulfil the
brief effectively or indeed by an individual on the same basis. Where individuals or
organisations feel they would benefit from working together to deliver this project, the
Council will accept bids from a combination of partners. However, the contract will
only be with one lead individual or organisation and this lead partner must be made
clear on the submission.

3.1 Anticipated characteristics of the successful bidder

The Council has no preconceived view about the type of provider suitable for this
commission, but expects the work to be completed to a high professional standard.
To this end, it is anticipated that the successful bidder will have knowledge, skills and
capacity in some or all of the following areas:

delivery of projects of a directly comparable nature, with proven success

a strong understanding of grant making processes

a track record of working with local authorities

a track record of innovation in systems management

creative problem solving

the ability to explain technical information to non-technical clients

excellent communications and interpersonal skills

excellent organisation/programme management skills

Financially sound as demonstrated in most recent statutory accounts or other
relevant financial information as detailed in 3.2 below

3.2 Content of a Bid
There is no set format for a bid, but you must include the following information: -

e Full description of the organisation(s) including governance arrangements, or
— for individuals — a current cv

e A clear description (not exceeding 4 pages) of the work you have produced
which is relevant to this specification. (Additional pages may actually diminish
your chances to secure this commission, so please do not submit in your
standard company format at the expense of the information we most require,
and please avoid jargon or acronyms that may not be understood by all
the panel.)

e For lead organisations, a copy of the most recent annual accounts, latest
management accounts and an up to date balance sheet

e A break down of costs (exc VAT); please also state whether you are VAT-
registered

e A simple project plan leading to ‘go live’ in time for the October opening of the
core grants cycle

e A high level risk assessment

e A description of the expertise available for delivery and ongoing support of the
software

e Confirmation that you would be available to deliver, install and support
transition in time for October 2015

e Two referees for work of a relevant or comparable nature



3.3 Costings

Costings should include two options:
a) purchase of a system with no more than 5 users by Winchester City Council
b) purchase (although potentially on a staggered basis) by both Winchester City
Council and Test Valley Borough Council, the latter for a total of 10 users.

Figures must clearly differentiate between:
e one-off purchase costs
e annual licence and support costs
e optional costs for additional features

3.3 Deadlines
Please note the following dates in your diary as they cannot be changed to
accommodate individual bidders.

The panel will expect to meet the personnel who will actually be delivering the
contract (installation and support) at interview.

Action Deadline
(all dates 2015)
Contract advertised on South East From Thursday 3 September

Business Portal

Bids to be submitted Midday on Wednesday 30 September
Financial checks Week beginning Monday 5 October
Evaluation panel meeting Wednesday 14 October

Presentations to the panel by shortlisted | Thursday 22 October
bidders (usually 3, maximum 4)

First meeting with successful bidder to 2pm on Wednesday 4 November
discuss project implementation

3.4 Evaluation Process and Criteria

Process: All bids will be evaluated in the following sequence:

e Initial financial checks for viability and resilience carried out by the Council’s
Finance Team

e Shortlisting by the evaluation panel, which will consist of officers from the
grants, IT and finance teams, at least one end-user and a representative of
TVBC

e Presentations by three (maximum four) individuals/organisations to the panel

e Collection of references for preferred bidder




Criteria: The evaluation criteria which will be applied to all bids are as follows:

a) the ability and capacity of the bidder(s) to deliver the commission, based on:
e approach to delivery of the requirements in this specification
e relevant experience
e understanding of main issues and opportunities in delivering the new

system

e added value features of the system
max 30 marks

b) recognition of and provision for the support needs of applicants / users from
minority backgrounds as identified by Equalities Law (eg those with
disabilities, English as a second language)

max 10 marks

c) the capacity of the bidder(s) to deliver the system within the timescale set out
in this specification
max 10 marks

d) the stability and reliability of the bidder (track record, financial status and
resilience of lead bidder, overall financial credibility of bid). Where the Panel's
financial advice indicates an unacceptable level of risk, this could lead to
rejection of the bid.

max 20 marks

e) overall contract cost of provision to meet the requirements of this
specification, regardless of any options put forward. This would be assessed
for each of the two options (Winchester-only, and Winchester with TVBC to
follow)

max 30 marks

4) Making a Bid
Please submit your bid electronically by noon on Wednesday 30 September 2015
to:

Melissa Fletcher

Funding and Development Officer
Winchester City Council

City Offices

Winchester

S0239LJ

At mfletcher@winchester.gov.uk

Please mark the email ‘Confidential — Grants Management Software’ and ensure the
file size is under 5 MB.

If you wish to send a larger file size you will need to do this on a memory stick or
disk, and it must still arrive by the above deadline.



The Council does not use Drop Box or other file-sharing software, so this is not an
acceptable means to submit your bid.

To request an informal discussion about the contract please email your contact

details to Melissa Fletcher as above and she will call you at a mutually convenient
time.

Background Information

e For details of Winchester’s grants programmes see
www.winchester.gov.uk/community/grants/

e For details of Test Valley’'s community grants see
https://www.testvalley.gov.uk/resident/communityandleisure/workingwithcom
munities/communitygrants/

e Most recent Council report dealing with the allocation of core funding
CAB2646

e Portfolio Holder Decision Notice PHD635 dealing with the procurement of this
software



http://www.winchester.gov.uk/community/grants/
https://www.testvalley.gov.uk/resident/communityandleisure/workingwithcommunities/communitygrants/
https://www.testvalley.gov.uk/resident/communityandleisure/workingwithcommunities/communitygrants/
https://www.google.com/url?q=http://www.winchester.gov.uk/assets/files/22491/CAB2646.pdf&sa=U&ei=iNeTVajwBYS2yASbkKHwAQ&ved=0CAUQFjAA&client=internal-uds-cse&usg=AFQjCNF9Z656ZLF5blAIVRB2EXHGWM3qSg
http://www.winchester.gov.uk/assets/files/24501/PHD635.pdf

