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Request for Quote 
For Goods and/or Services
Business Development Programme for Food and Drink Sector
REQUEST FOR QUOTATION PREPARED BY
___________________
REFERENCE: 
DN110295
Deadline to submit quote: 
17:00, 22 February 2016

1
Goods and Services Specification

North Somerset Council (NSC) is looking to appoint a suitably experienced organisation to develop and deliver a business development programme for the food and drink sector to support business growth and innovation. The programme will look to engage with business in the immediate North Somerset area, the West of England LEP region and with the potential to widen to the South West region if demand exists. The programme is to be used as a pilot for a longer term support programme that will eventually be delivered from the South West Food and Drink Innovation Centre (SWFDIC) at Junction 21 Enterprise Area (J21EA), within the DEFRA designated Food Enterprise Zone, Weston super Mare (plans for which are currently under development, see Appendix 2 for an outline).
One of the key aims of the Business Development Programme is to build a strong reputation for supporting SME growth and innovation in the food and drink sector before the proposed new Food Centre is built. The Programme will build an engagement profile and model and target growth SMEs through a variety of methods to make advice and guidance as accessible as possible.  The programme will also need to be accessible to larger companies. Larger companies for example may particularly be interested in  innovation e.g. by raising awareness around the strategic planning needed to fully make use of R&D tax credits and raising awareness of open innovation techniques.
A survey of South West Food and Drink businesses conducted in 2015, indicated a need and demand for a wide range of services and support to aid growth, which could be provided from the proposed Centre. The types of support and advice that were identified from the survey that could be delivered through a business support programme, without the facilities of a physical centre include; 
· food innovation, 
· food hygiene advice and compliance, 
· quality standards and compliance, 
· export advice, 
· process improvement

· packaging advice

· supply chain management

· new product development, 
· labelling, 
· legislative advice, 
· marketing support. 
The survey also showed that a high percentage of businesses already considered themselves to be innovative and in the last two years had introduced new products and services, new packaging, new labelling, new processes, introduced new technology and moved into new markets.

It is anticipated the programme will enable a high level of business engagement necessary to help NSC explore and establish a wide operating envelope for the centre that will include, food engineering, packs and packaging technology, biotechnology aspects but also to measurement and testing in areas such as food security and sustainability. The ongoing feedback and final evaluation of this Programme will help NSC refine The Food Centre facilities and models for the longer term delivery of food and drink business support. 
The Business Development programme needs to enable the provision of flexible, accessible, targeted, high quality training and support for food and drink manufacturers and related technologies. This support must be over and above the start-up and generic business support already delivered and funded by existing organisation and agencies to avoid duplication. 

It is expected the delivery of the programme will use a variety of methods and techniques to engage businesses and one size will not fit all. A mix of creative engagement and learning methods will be critical to encouraging engagement from business, some maybe starting up, some looking to grow, some may not be sure what their problem is, others may have some specific problems that will require specialist support, or at least signposting to the right advice. 

Based on the knowledge and experience of dealing with this sector, it is anticipated that engagement with target groups might be challenging, particularly due to time constraints of running a small business and recognition that they need external advice and support if they are to grow and develop. The delivery of the programme will therefore require a toolkit of techniques to support clients particularly those who may have the potential to grow but may not yet recognise or be used to external support.

It is expected that to provide a truly comprehensive programme of support other key local and regional delivery partners will need to be directly involved in the programme and/or will supplement the programme with their own offer that is already delivered in the region in some way e.g. legislation, funding, skills, KTPs and exporting.

The business development programme will aid the support for and awareness of the development of the new Food Centre and the J21EA location as a hub for a wider range of business support. While the plans for the Centre develop, this programme will be primarily delivered from The Hive Business Centre and managed workspace at J21EA. The Hive is adjacent to the planned location of the Food Centre and so will provide an opportunity to establish this area as the place to go for this type of support, prior to construction of the Food Centre.  

An office that can also act as a small meeting room (max 6 people) will be provided by NSC at The Hive to provide a focus for delivery of the programme and will enable access to other services and facilities within the building. This office at the Hive could be used as a base to work from (the amount of time to be agreed) and potentially run small group activities. The Hive can also accommodate larger events – conferences/ seminars etc, but any additional costs will need to be covered within the programme budget. As will additional venue hire in other locations.   
Scope of Business Development Programme
At a minimum we would expect the programme of business support to;
· Provide a range of business support services that will enable businesses to grow, develop and innovate by improving their processes, efficiencies, capacity and strategy for growth. 
· Improve business competitiveness and help them to consider and engage in innovation processes
· Support the capacity of SMEs to grow in regional, national and international markets.

· Link to other organisations and programmes to support businesses to access relevant advice and guidance, improve collaboration potential and networking development opportunities.
The company delivering this programme will be required to:
· Show specific and in-depth experience of working in and/or supporting the food and drink manufacturing sector in particular.
· Develop and deliver a programme of business support for growth SMEs in the food and drink processing/manufacturing sector using The Hive, Weston-super-Mare as the main focus for workshop/seminar sessions. This to be supported by a variety of delivery methods that will engage businesses across the West of England and potentially the wider South West region.

· Identify and involve local, regional and national partners; specialists and industry professionals in the delivery of the business development programme.
· Test and record the effectiveness of a range of delivery methods to encourage business take up of the programme. 
· Ensure all business advisors engaged in the programme are appropriately accredited, e.g. SFEDI 
· Identify and implement an appropriate fee structure for the Programme that will provide an income that is additional to the proposed budget outlined in the tender. It is anticipated that this income will allow a more comprehensive offer to be developed in terms of the type and number of activities and scope of the programme in meeting business needs.  The ability to secure additional sources of funding, that is ideally sustainable, will be critical for the future delivery of the Programme from the new Food Centre. Different methods of income generation should be tested within the 18 month programme to inform the final report and recommendations.
· Provide a final report that should include an assessment of and recommendations for a longer term Food and Drink Sector Business Development Programme.
· Conduct all promotional/advertising and recruitment work in relation to the above.

Outputs

It is acknowledged that the income generating element aspect of this programme will be critical to the tenderer being able to deliver a full and comprehensive programme and achieve a set of outputs that would above that might normally be expected for the fixed budget. This knowledge will be used to help inform a longer term sustainable support programme once this ‘pilot’ programme has been completed.  The outputs will consist of:
· A minimum of 18 workshop/seminars/supported visits/webinars to be delivered across the 18 month period.

· A minimum of 200 individual businesses to be supported through the above delivery methods. Evaluation forms to be completed for each event that identifying if any further areas of support are required. 
· A minimum of an additional 50 businesses to be supported through 1-1 advice surgeries and on-site visits. A diagnostic report to be completed for each business.

· Final Evaluation report ( A maximum of 10 sides of A4 )
Budget

A maximum budget of £30,000 has been set including expenses plus VAT. The proposal must include a fixed lump sum for this project including all delivery and programme costs; a detailed cost breakdown, rates per day and details of expenses.
As highlighted above, the fee element of the programme will be in addition to the identified budget to enable a comprehensive programme to be developed and delivered. 
Management of the Assignment

NSC intends to appoint a successful company as soon as possible to develop, promote and deliver a Business Development programme for Food and Drink. It is anticipated that the development of a final programme will commence immediately upon appointment of the successful company and agreed within 6 weeks of the contract being awarded. The programme should be delivered over an 18 month period and completed within 18 months of the contract award date. The timescales for this delivery should be clearly outlined and should commence as soon as possible after the programme is agreed by NSC.
On appointment 
The organisation(s) will be responsible for providing North Somerset Council with:

A project initiation document, which will detail the key stages of the methodology, the delivery methods and the input required from North Somerset Council. It must identify key risks to the project and how these will be mitigated, contact details of the lead project officer, a detailed plan and key deliverables in line with the tender proposal.

Progress Reporting


North Somerset Council’s Economic Development Service will act as client, with the Programmes and Projects Manager having responsibility for the management and delivery of the overall project supported by the Principal Economic Development Officer who will be responsible for the operational delivery of the programme.

The Programmes and Projects Manager and Principal Economic Development Officer will meet with, and communicate with, the delivery agent (via telephone and e-mail) at least on a monthly basis or more often if necessary, throughout the project to discuss progress and any issues arising.  

The successful tenderer will be responsible for any external contractors employed to fulfil the completion of the project. 

Monitoring

Project monitoring will take place on a quarterly basis, in addition to the agreed schedule of project update meetings with North Somerset Council. 

An agreed schedule of payments will be agreed as part of the programme contract.

Final Evaluation

The final evaluation report should include progress against targets and will:

· provide an overview of the activity undertaken throughout the project

· assess the impact of the project and its performance against the outputs

· determine how successful activities have been in meeting business needs and assess the localised impact

· provide qualitative data on impact, for example additional businesses exporting or expanding
· review effectiveness of the operational aspects of the project

· assess awareness of the project amongst the target population within the target region and identify ways to improve reach
· identify any area with scope for improvement in project delivery/support

· Identify and assess added value and unplanned outcomes
· determine market responsiveness to the project

· identify overall client satisfaction

· determine on going compatibility and contribution to the development of the NSCs vision to implement a longer term business support programme for the food and drink sector

· make recommendations on the way forward 
2 Compliant Quotation

Before evaluating your quotation the council needs to satisfy itself that you meet minimum requirements and accept its terms and conditions. 
	Please answer all of the following questions: 

‘Failure to answer the questions below accurately will automatically disqualify your bid. Should a contract be awarded and it is subsequently discovered that these questions were not answered accurately it will render the contract void’

	Please reply using “Yes” or “No”

	Questions 2.1 – 2.7 are Pass / Fail 

	

	2.1

	Acceptance of the Terms and Conditions - Has your quotation been submitted according to North Somerset Council Terms and Conditions? – NEC3 Professional Services Short Contract

	

	2.2
	Insurance - Will your organisation have Public Liability Insurance not less than £5 million in place before any contract is signed?


	

	2.3
	Insurance - Will your organisation have Employer Liability Insurance not less than £5 million in place before any contract is signed?



	

	2.4
	Insurance - Will your organisation have Professional Indemnity not less than £500,000 in place before any contract is signed?


	

	2.5

	Collusive tendering – Have you discussed and/or agreed your quote with any other bidders or 3rd party?


	

	2.6

	Canvassing – Has any person employed by your organisation canvassed any member, employee, agent or contractor of NSC in connection with the award of this contract?


	

	2.7
	References – Are you able to provide the names of at least two of your recent clients who are willing to provide references for your organisation? (See 6. References)


	

	Question 2.8 is considered ‘For Information only’
	

	2.8
	Sub-contracting - You must state in your quote if you propose to sub-let any of the work and the proposed sub-contractors. You will still be required to apply in writing to the Purchaser for permission to sub-let and the fact that this declaration is completed in no way implies the automatic approval or the granting of permission to sub-let the listed works.
	


3.
  Price Submission

3.1
All quotations must be held open for a period of 60 days from the date of submission.

3.2
Prices must be inclusive of all expenses (including delivery) but exclusive of VAT.

3.3
Please complete the pricing schedule in the format shown below. Any variations on this format will not be accepted. Submissions of price received in any other format will not be accepted and will render your quotation void.
3.4
You must provide all of the information requested in the table below, failure to do so may disqualify your quotation.

	Description of Goods/Service/Works
	Detail of expense
	Price

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total amount


	
	


3.5
We shall not be bound to accept any quotation and reserve the right to accept all or any part.

3.6
We shall not be responsible for any expenses or losses incurred in the preparation of this quotation.

4
Evaluation criteria - 
Tenderers who have satisfied all of the above requirements will be evaluated on the following award criteria, 100% quality based on response to questions below. 
	Question 
	Weighting %

	1
	Deliverability
	40%

	
	How you will approach this project. Demonstration of how the specific requirements and deliverables set out are to be met, delivered and achieved including but not restricted to an indicative business support programme outline. Tenderers should also demonstrate the benefits of their proposed approach in terms of outputs and how appropriate and relevant it is in terms of how it will inform a longer term programme in the future.
	

	2
	Understanding the Clients requirements
	20%

	
	The Council will expect due consideration for the context of this piece of work. Applicants should demonstrate their understanding of the rational and requirements of the work. This criteria should also include, but is not restricted to confirmation that the team/ work can begin immediately with the aim to agree with NSC a final programme within 6 weeks of appointment. Ability to assess the key partners, specialist advice and expertise required to plan and deliver the programme will also be considered.
	

	3
	Demonstrate additional value adding activity which would further enhance the overall delivery of the programme
	20%

	
	The tenderer will be expected to demonstrate how they intend to approach this aspect of the programme, ideally with proven examples of what has worked elsewhere.
	

	4
	Previous Experience.
	20%

	
	The tenderer should be able to demonstrate previous experience of delivering a similar programme for the food and drink sector, have a comprehensive knowledge of the specialist needs of the food and drink manufacturing sector, particularly in the South West region. References will be taken into consideration.
	

	
	Total
	100% 


NB - Please answer all the questions. Failure to do so will usually mean that you will not be successful as we will be unable to fully assess your suitability.

The evaluation will be scored using the following scoring matrix:
	Score
	Marking Guidelines

	0
	Where question not answered or response unsatisfactory to the scope of the requirement.

	1
	Significant omissions leading to an inadequate response

	2
	Where response meets some of the requirements, but with major reservations (reservations to be documented)

	3
	Where response is very close to satisfying requirement (compliant with minor reservations)

	4
	Meets full requirements, with no reservations

	
	


An Initial assessment of submission using the above marking guidelines will be undertaken on the basis of the written response provided.  Following initial assessment the council may invite up to the top three scoring companies for an interview/presentation within two weeks of the deadline for tender submission.  This meeting will allow the council to explore in more detail the companies’ proposals, in accordance with the quality criteria, and will be used to finalise the overall quality scores awarded.

6.
References 
	  
	Customer’s name, Contact’s name, address, e-mail address and telephone number
	Description of services provided, the annual value and length of the contract 


	Date when services were provided

	1. 
 
 
 
 
	 


	 
	 

	2.
	 


	 
	 


7.
Tender Returns

Submission of this document must be with the council no later than 

17:00 noon on 22/02/2016
and submitted via the portal www.supplyingthesouthwest.org.uk.

Any responses received after this date and time will not be considered.

If you are new to using this system please take the time to familiarise yourself with it.

If you have any queries regarding this request for quote please use the portal www.supplyingthesouthwest.org.uk to log your query. We will only respond to queries using this method.

8.
Quotation submitted by:

	Signature


	

	Name


	

	Position


	

	Date


	

	Address


	

	Telephone number


	

	E‑mail address


	


9.
Appendices
Appendix 1 - NSC Terms and Conditions - NEC3 Professional Services Short Contract
Appendix 2 - South West Food and Drink Centre Outline
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