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1. Tender Process 

A short tender document is required detailing the methodology and range of elements to be covered, along with a brief rationale for their inclusion. 
1.1. Format of Response

For uniformity and ease of evaluation purposes, tenderers should submit proposals in the following format (where appropriate to the supplied terms of reference):

· include an Executive Summary, reflecting the structure of the response. This should also include a summary of the costs associated with the project.
· Demonstrate concisely an understanding of requirements and of associated policy and research literature (where appropriate).
· Methodology: a detailed account of the options proposed (e.g. quantitative and qualitative methodologies and data sources), outlining their strengths and weaknesses in relation to the objectives of the research, along with detailed proposals for each stage of data collection / analysis / interpretation and quality assurance.  All proposals and costings must fall within the outlined specification. However, if contractors wish they may submit alternative proposals in addition to the main specification. In instances where alternatives are suggested, contractors should set out in detail the rationale for their proposal and provide additional and separate costings for these alternative elements.
· A timetable to include key milestones and associated dates for the various component parts of the approach.  The timetable should demonstrate a capability to complete the exercise within the stated deadlines.
· Expertise & Experience: names and CVs of contractor(s); their expertise and experience of related research; the number of days they will spend on the project; and their specific responsibilities within it. In particular, who will be project manager and who will be responsible for data analysis, report writing and presentation.
· Costing: the total cost of the project and related work (excluding VAT) in pounds sterling; plus a breakdown of costs for each part of the project, showing (where applicable):

· daily rates and totals for staff, broken down by:

· development work

· project management

· data collection

· analysis

· reporting
· travel and subsistence

· any other costs of administration

· any incentive payments

· institutional overheads

Tenderers should also include any other information which adds value to their proposal.
1.2. Submission of Documentation

· Contractors should submit three hard-copy tender proposals.
· It would be helpful if contractors could additionally submit an electronic version of their tender.
· The Tender must be completed in ink or typed and signed.  
· Tenders may be rejected if complete information is not given at the time of tendering.
· The Commission does not undertake to accept the lowest or any tenders or to pay expenses incurred in the preparation or submission of tenders.
· Once commissioned, all documents / results of the study will become the property of the Equality Commission.

1.3. Evaluation Criteria

Tenders will be evaluated using the following criteria:

· Understanding of requirements and literature; 

· Methodology (to include feasibility,  robustness and efficiency of approach);

· Timetable;

· Expertise (in related policy & research areas) and Experience (in undertaking similar projects);

· Cost and Value for Money

1.4. Outcomes

The Commission reserves the right to invite selected contractors to attend interview after the submission of tenders.  

All contractors will be contacted by letter once the contract has been awarded
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