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EXPERT RESOURCE CENTRE



[Example] Specification for Work on the [project]
This document is intended to be used as the specification of Work for a public dialogue project funded by the Sciencewise Expert Resource Centre (Sciencewise-ERC).  

Who We Are

[Background on the Dept/Agency]

Background to Project

[How has need for project arisen? Requirement to appoint contractor to deliver public dialogue project]
Scope 

[Few paragraphs on the project scope – what is it intending to cover?]
Aim and Objectives 

The aim of the project is _________________________________________

The key objectives for the Work are:

· [List objectives here].
Summary of the Content of the Dialogue

Example Only – modify as appropriate

1. Written Consultation

A written consultation document will be prepared and published on [date].  This document will set out the background to the whole consultation exercise and the issues and questions being asked. The Contractor chosen to carry out the Work will be required to coordinate with this activity, use similar terminology and publicise it where appropriate. 

2. Deliberative Groups

The aim of this deliberative element of the Work is to explore and understand public perceptions, motivations and attitudes to ___________. Participants will be presented with information and be given the opportunity to consider it, ask questions and discuss it over a period of time (i.e. reconvened groups). 

It is anticipated that the groups will comprise a diverse selection of the general public and include a full demographic spread (socio economic status, age, gender and race). Consideration must also be given to how best to ensure a geographic spread of participants, including how best to involve those living in major regions within the UK and how best to engage hard to reach or disadvantaged groups. This element of the Work needs to be robust and adhere to good social science practices. 

3. Public Event

The purpose of the public event (the Event) is to provide a flagship meeting, which is accessible to both interested stakeholders and the general public. The Event will also increase public awareness of the overall consultation process.  It is anticipated that the findings of the deliberative work (see Item 2 above) will be incorporated into the Event.  

All media work relating to this element of the Work will be undertaken by the contractor following approval from both the [Dept/Agency’s] Communications Department and the BIS Press Department (through the Sciencewise-ERC Programme). 

4. Stakeholder Engagement

A list of the stakeholders will be made available to the Contractor following the award of contract.  However, the Contractor will be expected to suggest ways of engaging a wide stakeholder group in the development of the public dialogue process. Costs associated with this element of the Work must be included in the Proposal on the understanding that it is essential that key stakeholders are engaged throughout the consultation process.

5. Evaluation 

It is a Sciencewise-ERC requirement that the impact of the Work is evaluated by someone other than the team directly involved in carrying out the project.  The contractor must include plans for sub-contracting an independent evaluator to carry out the evaluation and provide a brief summary of the proposed methodology.  Good practice suggests that the evaluator will need to be involved from the outset and follow up at least three months after the dialogue project has finished.  The Proposer is requested to include the evaluation costs in the Proposal.

Reporting requirements

Example only

The Contractor will be required to prepare and submit:

1. A written analysis on ____________

2. An interim report covering analysis of the early work with the deliberative groups 

3. A final report covering the project outcomes

4. A case study using Sciencewise-ERC’s approved template

5. An evaluation report on the dialogue processes and the impact of the dialogue project.

The contractor will be expected to liaise closely with the [Dept/Agency], particularly at the start of the contract to develop and refine the questions which will be posed.  The contractor will be expected to attend an initial project meeting to discuss these issues. The contractor’s designated Project Manager, will also be expected to maintain regular telephone contact with the [Dept/Agency’s] contract manager and to provide written progress updates as requested.  

Monthly updates on progress are required by the Sciencewise-ERC team.
Timescale

Example

[The Work will be launched with a press release on __________ and run for --___________, completing on ___________. Deadlines for the reporting on each element of the Work (see above) will be negotiated with the Contractor at the start of the contract. However, final reports must be completed no later than ___________.]

Project delivery plan

With consideration given to social diversity, the Contractor will work with the [Dept/Agency] to create a project delivery plan which will include:

· Goals for the project

· A rationale for participant recruitment

· A timetable of milestones and deliverables

· Procedures which will monitor the progress and success of the Work

· Deployment of resources 

· Arrangements for risk management and flexibility to deal with changing circumstances

· Procedures for on-going monitoring, review and evaluation.

Responsibilities

The Contractor will be responsible for:

· The design of the project stages with timescales

· The delivery of the project stages

· An evaluation of project stages

· The collation of information from project stages, which will be shared with the [Dept/Agency] as the Work progresses, plus final reporting, and preparation of the Sciencewise-ERC Case Study 

· An independent evaluation of the dialogue project (processes and impact) 

· Ongoing review and revision of the project in light of changing circumstances (Note: the contractor may be given the opportunity to revisit costs should the [Dept/Agency] require any substantial variation to the scope of work)

· Publicity relevant to each element of the Work, in collaboration with the [Dept/Agency] and BIS Press Office (via Sciencewise-ERC).

The [Dept/Agency] will be responsible for:

· Lead communication with the Sciencewise-ERC team, attending project meetings and fulfilling Sciencewise-ERC reporting requirements

· Providing Sciencewise-ERC with an approved version of the Case Study

· Promoting the project within the Sciencewise-ERC programme.  This may include speaking or exhibiting at events, preparing articles for the Sciencewise-ERC newsletter and website material 

· Liaising with the Press to maximise promotional opportunities

· Working with the Contractor to ensure that all strands of the public dialogue activities and their associated publicity/press are coordinated. 

The Proposal

The Proposal should not exceed 15 pages in length (excluding appendices) and should be submitted in the following format:

Section 1
Executive Summary.  A single side explaining what the Proposer can bring to the activity, any ideas for maximising the impact of the Work, and why they should be selected.
Section 2
Approach to the Scope of Work, including understanding of the requirements and the context for the Proposer’s response.

Section 3
Outline of the proposed methodology and approach to fulfilment of deliverables/tasks with relevant timescales, including a brief summary of the approach to evaluation. 

Section 4
Staff resources and track record, highlighting previous work in this field and also similar activities. A manager for day-to-day activities, and a project director are to be nominated.  Staff CVs and Case Studies of previous pertinent work should be included in an appendix. 

Section 5
Sub-contractors and how they will be managed

Section 6
Project management and evidence of the type of Quality Management System that will govern the Work. Please include brief details of how you will liaise with the [Dept/Agency] and how you might respond to changes in scope as the project progresses.  

Section 7
Summary of how the Proposal meets the selection criteria.

Section 8
Financial details.

Please include evidence in your Proposal, which not only reflects the section on Contractor Responsibilities above, but also takes into account the assessment criteria as set out below. In particular, there should be sections on the following:

· Proposed project methodology 

· A visual representation of the dialogue process 

· Staff resource and track record

· Provide a diagram of the roles and responsibilities of the team members including the scale of resource available to the project

· Provide single page CVs for key personnel of the team, highlighting relevant qualifications and experience in the work they will be undertaking.  

· Identify areas where sub-contractors are likely to be required, and provide details of how you will select and manage sub-contractors.

· Project and programme management processes including quality assurance procedures (include any QA certification in an appendix). 

· Risk assessment. 
· Suggested key performance indicators. 
Financial Data 

The Work is to be costed on a Limit of Liability basis.  Please note that VAT should be included.  A detailed cost breakdown should be provided in a format similar to the one given below, and should show effort by grade and task with proposed hourly/daily rates, travel (mileage 40p/mile, second class rail), reasonable subsistence and any other expenses.  If any portion of the Work is to be subcontracted, a breakdown of grades, rates etc. should similarly be provided, where appropriate.

	Task
	Grade ____
	Grade 

____
	Sub-

contracted

Services
	Other External Costs
	Travel & Subsistence

Expenses
	Total Cost

£

	
	No.

hrs/dys

@ ____ 


	No. hrs/dys

@ ____ 
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	









Grand Total: £___________

The price quoted in the Proposal must be valid for 60 days from the date of the Proposal.

· Labour

Costs should be set out for each work package. Give daily rates for each grade (these must include all overheads) Identify how many days will be spent by each team member on each activity and indicate how your proposed methodology could be scaled up or down.  

· Travel & Subsistence 

Reasonable Travel & Subsistence costs will be paid at cost on submission of receipts. These will include second class rail fare and mileage and accommodation rates in accordance with [Dept/Agency] Standard Terms and Conditions. 

· Project Materials and External Costs

These will be the materials to be used on the project, purchased from third parties and should include items such as venue hire, catering etc.   

· Sub Contract Charges

Show any work that is essential to the success of the project where the expertise does not exist in the public dialogue project team and include costs for each individual sub-contracted activity.

· Other Costs

Provide details of any costs to be incurred which do not readily fit under the headings provided.  You should provide a short explanation of the need for the items you list here.  

Selection criteria

All Proposals received will be assessed against the following criteria (in no particular order):

· Understanding of the aims of the [Dept/Agency] and of the Work 

· Clear rationale for project strategy

· SMART objectives, targets and outcomes as described in your project summary

· Track record of the project team in all core skills areas and work of this kind

· Suitable evaluation method to measure delivery of objectives and extent of impact 

· Value for money

· Diversity and depth of resource to cope with change 

· Competence in project and risk management

· [other criteria specific to project should be written here]. 

How to bid

All bids should include proposals and associated costing as outlined in the specification. 

The deadline for submissions is [time and date]. You should provide [_____] paper copies of your proposal plus an electronic version to the address below:

Contact Name

Dept

Address

Tel

Email: __________________

Interviews will be held on [Date] and the contract/s will be awarded w/c [date]. Please note that all candidates will be interviewed. 

Further information

Further information on the [Dept/Agency] can be found at [www.                ]

Further information on Sciencewise-ERC can be found at www.sciencewise-erc.org.uk 

All queries should be address to [________________]
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