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Section One:  Quotation Instructions 

1.1. Contract Summary

· You are invited to submit a Quotation to supply the following:

Essentials of Management – On-line Training course
· Offers are to be received by Met Office Commercial in accordance with the Specification and Terms and Conditions contained herein, and all other documents forming the contract. 
1.2. Instructions for Quotation
· Please read this entire document before completing your return.  The information disclosed in this form will be used for evaluation purposes, except where indicated otherwise. 
· If you have any questions relating to any part of this Request for Quotation, or to the quotation process as a whole, please contact the procurement representative detailed below.  
· This Request for Quotation must be fully completed even if you have previously submitted information.  It is not sufficient to cross-refer to previous responses.

· Please answer all appropriate questions.  You may continue on a separate sheet where necessary. Your replies (including any supporting documentation) must be clearly referenced.

· A copy of your Quotation with conditions of contract must be submitted via the Met Office e-tendering portal no later than 12:00 on Wednesday 08 September 2021. Tenders uploaded after the time stated or not properly completed will be disregarded. Also tenders NOT submitted via e-tendering portal will be disregarded. 
1.3. Procurement representative contact details


Miriam Rowan






Met Office








Commercial Team







FitzRoy Road








Exeter
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Email: miriam.rowan@metoffice.gov.uk
1.4. CONDITIONS OF QUOTATION
1.4.1. The contract shall be subject to the Authority’s Standard Conditions of Contract.  Wherever special conditions of contract are contained in the request for quotation, 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 Authority’s Standard Conditions of Contract, the special conditions shall prevail. Offers made subject to additional or alternative conditions may not be considered and may be rejected on the grounds of such conditions alone.
1.4.2. The Authority does not bind itself to accept the lowest Quotation, or any Quotation, and reserves the right to accept a Quotation either in whole or in part, for such item or items specified in the request for quotation, and for such place or places of delivery as it thinks fit, each item and establishment being for this purpose considered as Quoted for separately.
1.4.3. Price

The prices quoted for the goods and/or services must be calculated in accordance with the definition of price included in the Conditions of Contract.

1.4.4. Orders for Parts of the Quotation

The Authority reserves the right, unless you expressly stipulate to the contrary in your Quotation, to order some or all of the goods and/or services stated in the Specification.

1.4.5. Alternative Conditions


Offers made subject to additional or alternative conditions may not be considered and may be rejected on the grounds of such conditions alone.

1.4.6. Alteration to Specification by the Supplier

Any modification to the Specification considered desirable by you, e.g. an alternative delivery offer, should be effected by striking through the original entry and inserting the alternative adjacent to it. (Your attention is, however, drawn to paragraph 1.4.5 above concerning “Alternative Conditions”).

1.4.7. Completion of Quotation

In the event of an item appearing more than once in the attached Specification whether separately or as part of an assembly, you are requested to quote on the basis of the total quantity of that item. 


You should ensure that the Quotation documentation is clear and in a form which will allow the Authority to take copies for evaluation purposes.
1.4.8. RFQ Material

(a) 
RFQ Material means information (including drawings, handbooks, manuals, instructions, specifications and notes of pre-quotation clarification meetings, in whatever form or medium), patterns and samples, issued to you by the Authority, or to which you have been given access, for the purposes of this RFQ. RFQ Material remains the property of the Authority or other owners and is released solely for the purpose of quoting. You shall notify Commercial Team without delay if any additional RFQ Material is required for the purpose of quoting.

(b)
Return of RFQ Material. In the event that a recipient of RFQ Material decides not to participate in the submission of a Quotation, the RFQ Material shall be deleted from the recipients drives without delay. If a Quotation is submitted to the Authority, the RFQ Material may be retained by you until the result of the competition is known. In the event that your bid is unsuccessful the RFQ Material shall be deleted from recipient drives without delay.

(c) 
Intellectual Property Rights in RFQ Material. The Intellectual Property Rights in RFQ Material may belong to the Authority or a third party. The RFQ Material may only be used for the purpose of responding to this RFQ and shall not be copied, or disclosed to anyone other than your employees involved in the preparation of the Quotation, without the prior written approval of the Authority. The Authority, or the third party owner may suffer damage for which compensation may be sought from you, if you disclose the RFQ Material other than to employees involved in the Quotation preparation, or use the RFQ Material other than for the purpose of Quoting.

(d) 
Confidentiality Agreements. Some or all of the RFQ Material issued in connection with this RFQ may already be the subject of Confidentiality Agreements. The provisions of such Agreements are in addition to, and not in substitution for, any obligations arising from receipt of or access to RFQ Material under the terms of this RFQ, and the provisions of (a), (b) and (c) above.

1.4.9. Quotation Costs

The Met Office will not be liable for any costs incurred by the Supplier with respect to the submission of this Quotation (i.e. Submission preparation / documentation, Samples, Personnel, Travel and Subsistence for Trials and/or Clarification meetings).



1.4.10. Notification of Inventions, etc

a) In your Quotation you shall notify the Authority of:
I. Any invention or design the subject of, or application for, Patent or Registered Design rights of which you are aware is owned by a third party and which appears to be relevant to this RFQ;
II. whether you are subject to any restriction (including any export requirement or restriction) as to the disclosure or use or obligation to make payments in respect of any other intellectual property (including technical information) required for the purpose of any contract arising from this RFQ;
III. any allegation of infringement of intellectual property rights made against you which could affect the performance of any contract arising from this RFQ;
IV. any patent or registered design, or application for, owned or controlled by you which appears relevant to the requirement in this RFQ, and us of which by the Authority may give rise to a claim under Sections 55 and 56 of the Patents Act 1977, or Section 12 of the Registered Designs Act 1949.

b) You shall at the request of the Authority provide particulars of every restriction and obligation referred to in sub-para. 11(a)(ii).
1.4.11. Freedom of Information, Transparency and Environmental Information Regulations
a)  Tenderers should be aware that, should they be awarded the Contract, the content of the Contract will be published by the Met Office to the general public in line with government policy set out in the Prime Minister’s letter of May 2010 (https://www.gov.uk/government/news/letter-to-government-departments-on-opening-up-data) 

b)  Before publishing the Contract, the Met Office may redact any information which would be exempt from disclosure if it was the subject of a request for information under the Freedom of Information Act 2000 (“the FOIA”) or the Environmental Information Regulations 2002 (“the EIR”).

c)   The FOIA and the EIR provide a more general statutory right of access to information held by or on behalf of public authorities, including information provided by third parties such as suppliers. This right of access is subject to a number of exemptions, including confidential information and commercially sensitive information.  Further details of the Met Office's policy on FOIA can be found on the Met Office web site https://www.metoffice.gov.uk/about-us/legal/foi/index click on Freedom of Information located at the bottom of the page.

d)   In order to assist the Met Office in applying the exemptions in the FOIA and the EIR, Tenderers should complete the attached Annex A - Tenderer’s Commercially Sensitive Information Form below, explaining which parts of their Tender they consider to be commercially sensitive.  Tenderers are also requested to include on the Form the details of a named individual who may be contacted with regard to FOIA and EIR.

e)  Tenderers should note that, while their views will be taken into consideration, the ultimate decision whether to publish or disclose information provided to the Met Office lies with the Met Office.  Tenderers are advised to give as much detail as possible on the Form.  It is highly unlikely that a Tender will be exempt from disclosure in its entirety.  Should the Met Office decide to publish or disclose information against the wishes of a Tenderer, the Tenderer will be given prior notification. 
1.4.12. Consultation with Credit Reference Agencies



The Authority may consult credit reference agencies to assess the creditworthiness of a client/supplier.  Information on creditworthiness may be used by the Authority to support and influence decisions to enter into business with a client/supplier.
1.4.13
Status of Information

Although every care has been taken in preparing this RFQ with information obtained from sources considered to be reliable, it has not been independently verified by the Met Office, or its employees, agents or advisers (each a "Connected Person") and no representation, warranty or undertaking, express or implied is made, and no responsibility or liability (including for negligence) will be accepted by the Met Office or any Connected Person as to the accuracy or completeness of this RFQ or any other written or oral information made available to any Supplier or its advisers.  It should not be assumed that any information contained in this RFQ will remain unchanged after the date hereof.  Neither the Met Office nor any Connected Person shall be liable for any loss or damage as a result of reliance on this RFQ or any other information provided to Suppliers.

Information provided by the Met Office or Connected Persons to interested parties will be given in good faith, but Suppliers will have to make their own investigations and interpretations as to its veracity, and no liability will be accepted by the Met Office or any Connected Persons for the accuracy or completeness (whether or not within this RFQ).

Nothing in this RFQ excludes or limits the liability of the Met Office or any Connected Person for fraudulent misrepresentation or death or personal injury caused by the negligence of the Met Office or any Connected Person.

1.5 
Definitions
	Authority
	Shall mean the Met Office representing the Secretary of State for Business, Energy & Industrial Strategy. 


	Contract
	Shall mean the Agreement between the Customer and the Contractor for the execution of the goods, works and services subject of this Quotation, including all documents to which reference may properly be made in order to ascertain the rights and obligations of all the parties involved.



	Contractor
	Shall mean the person, firm or company named as such in the Contract as responsible for carrying out the Works and shall include the Contractors legal personal representatives, successors and permitted assigns.



	Customer
	Shall mean the person, named as such in the Contract under whose name the works and services are to be carried out and shall include the customer’s legal representatives.



	RFQ
	Shall mean this Request for Quotation


	Premises
	Shall mean premises to which the goods are due to be delivered and from where the Service is to be provided as described in the Contract.



	Programme of Work
	Shall mean a schedule of specific activities with time-scales required to be undertaken to deliver the Service.



	Services
	Shall mean any action by the contractor required by the contract.



	Sub-contractor
	Shall mean any person, firm or company to whom any part of the Contract has been sub-let in accordance with the Contract and its legal representatives, successors and permitted assigns 



	Quotation
(Request for Quotation)
	Shall mean the document issued to Suppliers.  The Quotation will detail the specification and will be the basis for submitting the pricing method and qualitative information for evaluation.



	Supplier
	Shall mean the organisation responding to this Request for Quotation.


	Working Day
	Shall mean Monday to Friday, excluding Bank Holidays. 



	Working Hours
	Shall mean 09:00 – 17:00, Monday to Friday, excluding Bank Holidays




Section Two: Quotation Information and Background

2.1  
Introduction to the Met Office (Authority)

2.1.1
The Met Office has been operating as a Trading Fund since 1996, originally as an Executive Agency of the UK Ministry of Defence (MoD).  As part of a Machinery of Government change in July 2011 the Met Office became an Executive Agency of the Department for Business, Innovation and Skills (BIS). As the UK’s national meteorological service, it provides a range of products and services to a large number of public and private sector organisations. It also represents the UK within the World Meteorological Organisation (WMO) and plays a prominent role in international meteorology.  
2.1.2
The Met Office is one of the world's leading providers of environmental and weather-related services.  It delivers proven weather-related services for many different types of industry on a twenty-four-hour basis.  Many of these services are time critical. The Authority is involved in many areas of research and development in the fields of atmospheric and oceanic sciences and observations.  Its research and development activities aim to improve the accuracy of our forecast services and the efficiency with which they can be produced. This enables its customers to benefit from the progressive international advancement of weather forecasting techniques. 
2.1.3
The “Met Office Hadley Centre” is a world leading centre for climate change research. Partly funded by Defra (the Department for Environment, Food and Rural Affairs), it provides in-depth information and advice to the Government on climate change issues. To achieve this, the Hadley Centre needs a large production facility to run complex multi-model integrations and ensembles of integrations as well as a resource for research and development. These models can run over periods of months and are time critical to meet deadlines for the customer and for the International Panel for Climate Change (IPCC).

2.1.4
The Met Office recognises the effect upon the environment its operations may have and sets clear commitments to minimise our environmental impacts though an Environmental Policy and the operation of its Environmental Management System (EMS), certified to the ISO14001 standard. It encourages environmental awareness amongst those working for or on behalf of the Met Office, promoting the efficient use of resources and compliance with applicable environmental legislation and other requirements as appropriate to our business.

2.1.5
Further information about the Met Office is available on the following website: 
http://www.metoffice.gov.uk
2.2  
Background information for the requirement

The Met Office UK World Meteorological Organisation Voluntary Cooperation Programme (WMO VCP) offers an online management training course, the “Essentials of Management” (EoM), which is free of charge to participants from developing countries. The course is developed and run with funding from UK VCP contributions, and support from WMO.  

The course is designed for mid-level managers of National Meteorological and Hydrological Services (NMHSs) in developing countries, or for those employees who want to increase their knowledge of management skills, providing a foundation for further career development. It is designed to meet the needs of learners from a wide range of cultures with different experiences and needs. The value of this training is the real opportunities and change that it brings to those completing the course. Topics include effective team working, time management, planning, performance management, negotiation and many other standard topics found in management training programmes.
To date, over 250 international participants have successfully completed the web-based training, which has been running since 2008. The course runs over 25 weeks each year, between October and April. It is comprised of ten modules, which participants have mostly 2 weeks to complete, at the end of which there is an end of module assignment. Assignments are not graded, instead unique and tailored feedback is provided for each student, with an emphasis on positive feedback and an empathetic approach.

The course is self-taught and presented on the Met Office Moodle on-line learning platform. As well as the course material, participants have access to a course forum which provides opportunities for participants to discuss topics and share experience. It is expected that participants would spend 3-4 hours a week on the course. 60 learners are awarded a place on the course each year, the average completing over the last 5 years is 30, but in 2020/21 40 students completed the course. 
We are looking for a new tutor/coach/trainer who can take over the day-to-day running of the training course from our established partner in its entirety. The course material has been developed by the Met Office and will be provided.  There is a scope for improving and updating the course materials once the successful partnership with the winning bidder has been established.
Annex D is a Preliminary Timetable for EoM Training for upcoming year 2021-2022; it may be subject to change upon agreement with the winning bidder. 

Annex C provides a feedback from course attendees from previous years to provide more information about the nature of the training. 

2.3  
Scope of Contract  
2.3.1
Deliverables

· Review and provide feedback for each of the 10 end-of-module assignments. Module 11 is a feedback from the attendees and reviewed, but feedback for this module back to the attendees is not required. The aim of the feedback is to coach and encourage the participants, maximising continuing participation in the course by ensuring feedback is constructive and tailored to the needs of the individual. This is an opportunity to correct misunderstandings and provide additional reading/activities if necessary, to augment learning. Feedback is usually provided within 3-5 working days from the submission. 
· Ensure a good level of retention, by reminding students of upcoming deadlines and working with students who fall behind to help them catch up where possible. While students are strongly encouraged to keep to deadlines, flexibility is required and the tutor will keep the VCP team informed of any concerns about a student’s progress and agree any extensions.
· Monitor the course forum regularly and contribute where appropriate.  
· Email reminders of module opening and deadlines, respond to email queries and chase missed deadlines. Queries should be answered within 3 working days.
· Become familiar with the course material and course setup prior to the start of the course. At the end of the course, review student’s feedback and make recommendations for any course changes to the VCP team. 
· Work with the Met Office VCP team to ensure that technical issues and queries are quickly identified resolved.
· The flow of work is uneven, so there needs to be a commitment to the course to meet these deliverables.
2.3.2 Further information
60 learners are awarded a place on the course each year, the average completing over the last 5 years is 30, but in year 2020-21 40 students completed the course.

2.3.3 Approximate number of days worked per month during 20-21 

	Month
	Approximate days

	Oct
	6.5

	Nov
	10

	Dec
	7.5

	Jan
	12

	Feb
	8.5

	Mar
	13.5

	Apr
	1.5

	Total
	59.5


2.3.4 Historic Participant numbers
	Module
	16-17
	17-18
	18-19
	19-20
	20.21
	Ave number

	1
	44
	40
	47
	47
	49
	45.4

	2
	35
	30
	41
	40
	48
	38.8

	3
	32
	29
	35
	38
	45
	35.8

	4
	28
	25
	34
	34
	43
	32.8

	5
	29
	25
	34
	30
	43
	32.2

	6
	29
	25
	34
	30
	41
	31.8

	7
	28
	23
	34
	30
	41
	31.2

	8
	29
	24
	34
	30
	40
	31.4

	9
	27
	22
	34
	30
	40
	30.6

	10
	27
	23
	34
	30
	40
	30.8

	11
	27
	23
	34
	30
	40
	30.8


2.3.5 Length of the contract

The initial award of the contract is for 1 year (October 21 -October 22). There is an option to extend the contract for two more years if the partnership will prove itself beneficial for both parties. 
2.4
Evaluation of Quotation Returns

2.4.1
This tender will be evaluated based on MEAT criteria – most economically advantageous tender. 
2.5
Contract Award Criteria

2.5.1
Tenderers’ responses to the following criteria will be taken into account during the evaluation

a)
Compliance to specification 40% 

b) 
Value for money on overall costs 60%
2.6 
Indicative timetable
	Stage
	Target Times

	RFQ Return date
	08/09/2021 – 12:00noon via ProActis portal

	Clarification questions deadline (via ProActis portal)
	27/08/2021

	Quotation Evaluation
	27/09/2021

	Preliminary date of Contract award
	04/10/2021

	Target Start Date
	25/10/2021


Section Three: Specification

3.1 Introduction
The technical compliance to Specification of the Supplier’s proposed equipment under this process will be evaluated by means of responses and documentation provided. 

3.2 Specification

The Supplier is requested to supply responses to the following questions: 
	Question No
	Question



	3.2.1
	Assignments 1 & 2

Please familiarise yourself with the documents “Assignment 1 & 2 – Negotiation and Conflict Handling module”. 

Upon this, please provide your feedback for each of the Assignments. The feedback should be completed in separate documents “Supplier’s feedback 1 & 2”. 

Please confirm that you have completed both Supplier’s feedback 1 and 2 and attached to your submission. 

This method statement will attract the weighting 3 out of 3. 


	Response


	[Tenderer to enter text here]


	3.2.2
	Experience teaching Management and Leadership Programs
Please describe your experience and qualifications as a trainer/tutor/coach of Management and Leadership Programmes.
This method statement will attract weighting 1 out of 3. Your response shall not exceed 1000 words. 


	Response


	[Tenderer to enter text here]


	3.2.3

	On-line platform

Please outline how will you manage the relationships with the learners, encourage the self-directed learning and working with the self-taught package via on-line platform.
This method statement will attract weighting 1 out of 3. Your response shall not exceed 1000 words. 


	Response


	[Tenderer to enter text here]



Annex A - Tender’s Commercial Sensitive Information Form

	Description of Contractor Sensitive Information:



	Reference(s) of where can be found in ITT response:



	Explanation of Sensitivity:

 

	Details of potential harm resulting from disclosure:



	Period of Confidence (if applicable):



	Contact Details for Transparency/Freedom of Information matters:

Name:

Position:

Address:

Telephone Number:

E-mail Address:




Section Four: Pricing schedule
Please provide the pricing schedule, including any appropriate breakdown of your price. The Met Office will not be bound to accept any additional costs, fees or charges which have not been expressly included within this pricing schedule document. The prices will be firm for the duration of the contract. Prices should be exclusive of VAT.
Please provide the price for one year training, specifying any changes/differences for subsequent years if the contract is extended. 
Section Five: Terms & Conditions
Please see Annex B – Model Contract Template
Section Six: Declarations

Declarations

I / We offer to supply the goods or services as per the pricing schedule four, in accordance with the; Specification, terms and conditions, and all other documents forming the contract. 

Based on the agreement that the Authority will issue acceptance of this Quotation by letter, whether for the whole or part of the items included therein, which will constitute a contract for the supply of such items, and, I/We agree to enter into a further agreement for the due performance of the contract.

Name: ...........................................................................… Date: ….............................................

In the capacity of: ............................................................. on behalf of: …...........................…..

(State official position, ie Director, Manager, Secretary etc).
Name and postal address: ...................................................................................................…….

......................................................................................................................................................

......................................................................................................................................................

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

Company Registration No: ……………………………...
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