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Commercial in Confidence

INVITATION TO TENDER/QUOTATION REQUEST

FOR THE DELIVERY OF

Gateway to Global Growth Masterclasses in the West Midlands Region


Date of Issue: October 4, 2011 
1) Background
a. UK Trade & Investment (UKTI) is the flagship Government organisation which UK based companies succeed in the global economy. UKTI provides support through a global organisation of over 2300 staff and advisors in UK Embassies, High Commissions, Consulates and Trade Offices. For further information on UK Trade & Investment and the services and support available to companies please visit (www.ukti.gov.uk). 
b. In the West Midlands Region, UKTI has contracted with West Midlands International Trade LLP, a wholly-owned subsidiary of West Midlands Chambers of Commerce LLP (WMCC LLP), to deliver International Trade services.  WMCC LLP is a joint initiative led by the Chambers of Commerce of Birmingham Chamber Group, Black Country, Coventry & Warwickshire, Herefordshire & Worcestershire, Shropshire and North Staffordshire.  The West Midlands unique delivery model has the added value of combining UKTI core services with the complementing services of the Chambers of Commerce such as documentation and International Trade Training. For further information of West Midlands Chambers of Commerce LLP please visit (www.wmchambers.co.uk). 
2) Proposal 
a. West Midlands International Trade LLP intends to commission the delivery of a number of half day training master classes focusing on niche issues facing exporters within the region, the themes of these master classes with be detailed in section 2b of this invitation to tender. As the main propose of these master classes is to add value to existing clients, the target audience for these master classes are organisations within the West Midlands region who are currently working with WMCC LLP and UKTI on programmes of support such as Gateway to Global Growth and Passport to Export, although any company within the West Midlands region will be eligible to attend (any company not on a UKTI programme of support will be require to pay a nominal fee to attend). An outline of these programmes of support will be in section 3 of this invitation to tender, alternatively please visit (www.ukti.gov.uk).    
b. Following UKTI International Advisor consultation the below themes have been identified as highly relevant issues and topics for our target audience.  

1) Market Research & Selection 

2) Advanced Routes to Market 

3) IPR

4) Access to Finance

5) E-Business and International Market

c. The master classes must be developed taking into account both mandatory content and relevant content recognised by the selected facilitator/deliverer, for each of the identified topics, a mandatory overview is outline in the annex. WMCC LLP must be fully consulted on the final content and approval must be grant prior to delivery, this includes the presentation, visual aids and material used on the day.
3)   Programmes of Support 
a. Gateway to Global Growth (G3) is a year-long programme for experienced exporters offering a strategic review, planning and support to International growth. G3 offers a single point of contact to access a wide range of services and support from UKTI, WMCC LLP and relevant partner organisations to help take businesses to a new level of International success. 
b. Passport to Export (P2E) is UKTI’s flagship service, P2E is a year-long programme of support that helps new and inexperience businesses to identify, understand and make the most of trading in global markets.
4) Set up and Delivery  
a. The successful applicants will be required to work as contractors to West Midlands Chambers of Commerce LLP.
b. The successful applicants will be responsible for the booking of venues, source of topic/theme specialist facilitators and the development of the content for delivery. 
c. Marketing of the event will be performed by the West Midlands Chambers of Commerce LLP Central Marketing function, but the day to day management of bookings and the confirmation process must be handled by the successful applicant. 
d. The successful applicants will be required to take fully responsibility of the delivery of the master classes and will have a strong presence at each of the events. This will cover all aspects including managing delegate arrivals, liaising with the venue and ensuring the agreed content is delivered in a professional manner. 
e. Factors affecting delegate participation must be taken into account when scheduling the delivery date of the five master classes. The successful applicant will be required to supply a master class delivery schedule, with rationale. The delivery must occur within the following timescale (November 1, 2011 – March 31, 2011) and must take place within a central location for ease of access. 
f. The successful applicant must outline a suitable payment schedule; it is anticipate that an upfront fee will be requested to cover trainer costs, venue hire and other set up costs. All management fees MUST be scheduled post each event in a timely manner. 
g. The target number of companies in attendance at each event is a minimum of 6 and maximum of 15. If booking levels fall below the set minimum the event must be cancelled or reschedule at no cost to WMCC LLP.  
5) Performance targets
a. Successful applicants will be expected to:-
i. Ensuring that UKTI services are ‘drip-fed’ throughout the day as relevant to the audience and messages relayed. Master class content must be related UKTI services and promote further engagement with UKTI to support the delegates on-going development. 
ii. Ensuring there is the facilitation of  networking opportunities available to companies during the Master classes
iii. Develop a facility to collect delegate feedback aiming to ensuring high levels of client satisfaction. 

iv. Liaise with International Trade Teams across the region to ensure UK Trade & Investment International Trade Advisor presence at each master class.  
6) Human Resources / Bid pre-qualification

a. Applicants are required to provide evidence of the following, for each of the members of staff/external providers who could be involved in the delivery of the themed master classes:-
i. Senior export experience and skills

ii. Export training experience and qualifications

iii. Up-to-date understanding of UKTI services in the West Midlands region
iv. Successful track record of working with UKTI or partner organisations
7) Economic and financial capabilities

a. Applicants must provide written details of their professional indemnity insurance and proof of compliance with health/safety and/or relevant legislation in force.
8) Technical experience and resources

a. Applicants will be expected to use their own IT equipment such as laptop and data projector which needs to be compatible with electrical and IT infrastructure at the venues used.  Applicants therefore need to confirm and detail the standard of equipment expected to be used whilst delivering master classes.

9) Project Management and Key Milestones 
a. The successful applicant will be expected to report to and gain approval via Jamie Podmore at WMCC LLP, full contact details are identified on the cover on this document. 
10) Requirements from Applicants
a. Applicants are encouraged to submit tenders that are brief and concise, not exceeding 5 pages.  They should clearly demonstrate the applicants’ qualifications and experience to undertake the project and the delivery methodology that would be employed.

b. Proposals should include a deliverable agenda for each of the master classes.
c. Applicants are also invited to explain how they would handle an audience made up of more experienced or R&D intensive companies.
11) Tender evaluation

a. WMCC LLP will select 1 expressions of interest/quotations (per, deemed economically advantageous in terms of:-

i. Delivery proposal to suit delegates’ mixed learning styles & competences and to achieve the stated outcomes and performance indicators.
ii. Understanding of UKTI and Programmes of Support available to companies within the West Midlands. 
iii. Export training expertise and qualifications.
iv. Cost / best value.
b. Interested parties are requested to email their proposal by no later than Monday October 17, 2011 by 5pm.  Shortlisted applicants will be invited for interview on 19th October 2011 at West Midlands Chambers of Commerce LLP offices to further explain their proposal. 
c. A final decision on the successful contractors and contracts will be offered on Friday October 21, 2011. 
ANNEX 1
Overview of mandatory contact per theme/topic:

1) Market Research and Selection – the content of this master class must cover all aspects of successful market selection and also examine the types of research to aid market selection and offer a strategic overview into this topic.

2) Advanced Routes to Market – Explore joint ventures, internet sales, incorporation. Diligence, contracts, legal standing also needs to be addressed. 

3) IPR – this topic needs to outline the process of IPR application and the importance and limitations of protection in overseas markets.

4) Access to Finance to Facilitate International Growth – due to the current economic climate this is a major issue for businesses, this master class must identify opportunities for attending delegates and examine topics such as venture capitalists and private and public sector bodies.

5) E-Business and International Marketing – Examine export communications and techniques that can be used to win more international orders, communicate more effectively with international buyers and build sustainable international business. 


Declaration
I confirm that the answers given on this tender document and in any attachments

are true, complete, accurate and not misleading.

Name____________________________________________________________
Signed ____________________________
 Dated  ____________________________
(For and on behalf of the Service Provider and duly authorised by it)

Position        _______________________________________________________ 
Organisation_______________________________________________________
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Jamie Podmore


Business Performance and Operations Co-ordinator


West Midlands International Trade LLP


75 Harborne Road


Birmingham 


B15 3DH





Tel: 0121 607 1751 


E: � HYPERLINK "mailto:j.podmore@wmchambers.co.uk" �j.podmore@wmchambers.co.uk� 
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