Guidance on Submitting a Tender for Research to Defra

Purpose

1.
This note provides potential bidders for R&D contracts with information about Defra practice as well as standard criteria for assessing tenders.  A helpful checklist to follow in constructing and submitting tenders is also included.  All bidders should read this document in full before submitting a tender.

General Considerations

2.
Defra’s objective when selecting research proposals for funding is to obtain the best possible value for money for the Department and taxpayer.  We wish to encourage good quality bids at a competitive price from a wide range of contractors.   These instructions are therefore designed to ensure that all tenders are given equal and fair consideration.  It is important, therefore, that you provide all the information asked for in the format and order specified. If you have any doubt about what is required, or have difficulty in providing the information requested, please contact the person whose details are given in the Project Specification.

3.
Defra funds research to inform its policies.  It does not fund research for the sake of the science alone.  It is important that the science proposed is sound, but also that the research is relevant to the Department’s policies, as described in the specification.  

4.
In most areas, Defra’s policy responsibilities only apply to England, and not to Wales, Scotland or Northern Ireland.  However, Defra’s R&D budget covers the needs of both England and Wales.  Unless  advised to the contrary, the Specifications should be understood as applying to England and Wales only.  This does not preclude contractors from other parts of the UK (or elsewhere) from bidding, but care should be taken to demonstrate that the research proposed is directly relevant to England and Wales.  

Tender Documents

5.
In addition to this guidance note, the ‘pack’ of documents for a Defra research competition or tender exercise usually comprises: 

· Project specification (including Defra contact and tender submission details); 

· Defra standard terms and conditions for Research; and

· Either a SID 2 (Expression of Interest) or a SID 3 (Proposal for a Research Project with Defra) form.

Scope of the Work

6.
The scope of work and requirements are detailed in the project specification document. Prospective bidders should ensure that they are fully familiar with the nature and extent of the obligations accepted by them if their tender is accepted.

7.
Bidders should tender for the complete service(s) described in the attached specification.  Where the bid comprises a consortium or a joint bid, a lead organisation responsible for the contract must be specified.

8.
Project specifications are written clearly and concisely, but we do not prescribe the exact research approaches which should be adopted; rather we simply state what the research output should be.  This is to allow opportunity for contractors to detail how they intend exploiting their own scientific skills and strengths in undertaking research.

9.
There is no hidden agenda in the specification.  This would not be in Defra’s interest and the specification should be read as a straightforward description of the work which is required.

Expression of Interest (EOI) and Full Tender Submission

10.
If Defra is seeking expressions of interest, either to identify contractors capable of providing research services, or against a defined research specification, a form SID 2 (Expression of Interest) will be used. 

11.
If full tenders are being sought, this will comprise a fully completed SID 3 (Proposal for a Research Project with Defra) application form.  This form requires detailed information on the proposal, and you should read and follow the guidance and notes on the form carefully.  

12.
You must always submit an electronic version of either form on 3½” disk or CD-ROM.  You will normally be asked to also provide 4 hard copies of either form, including one with original signatures.  The exact number required will be given in the project specification document.  Any special/different requirements will be detailed in the project specification.

13.
Bidders are responsible for ensuring that they have completed the tender fully and accurately. Bidders should respond to the project specification in full. Where an organisation wishes to modify the scope of work, this should be presented as a costed option to the core requirements and shown as such within proposal documents.  Any innovative ideas and suggestions relating to the specifications that reduce customer costs and/or improve the levels of service are encouraged. 

Delivery of Tender

14.
The date, time and instructions for the return of tenders is detailed in the project specification.  Defra does not undertake to consider tenders unless they are received in time. Those received before that date will be retained, unopened, until then.
15.
It is very important that the envelope containing your bid (electronic and hard copies of SID 2 or SID 3) is properly marked with the competition number and addressed as shown in the project specification document.  Failure to properly mark the envelope will invalidate your bid.  The tender should be submitted in a plain envelope and must not bear any indication of the bidders name and/or address.

16.
It is the bidder’s responsibility to see that their application arrives at the specified address by the appointed time.  Delivery by a messenger or courier service is acceptable, but where such a service is used to deliver the tender, the carrier should be instructed not to make or affix any labels to the envelope which enable the sender to be identified.  The bidder should ensure that the carrier knows the full address and exact location of the receiving office and the carrier must allow adequate time for checking through any security point(s).

17.
Despatch by First Class Recorded Delivery, Registered Post, Superpack and Royal Mail Special Delivery up to the day before; or Second Class Recorded Delivery up to two days before the tender date will normally ensure delivery in time.  In the event of late delivery, Defra will accept a clear Post Office frank date or certificate of posting, if appropriate, as proof of despatch time.  Defra will not accept a firm's own franking machine stamp or a courier's receipt as proof of despatch in time.

Validity of Tender and Pricing
18.
The tender shall remain open for acceptance for a period of 60 days from the date on which the tender is due for receipt by Defra, or for such other period as may be specified by Defra, unless you specifically state a different period in your tender.

Acceptance of Tender

19.
Defra is not bound to accept the lowest or any tender submitted.  Bidders may be invited to a meeting at which they can present their proposals and/or Defra may wish to visit the location from where the contract will be performed before any award.

Bidder to Fully Inform Themselves

20.
Before submitting a tender, bidders shall fully satisfy themselves regarding the extent and nature of the services, and the conditions under which they shall be performed. Bidders shall also acquaint themselves with any circumstances which might affect the provision of resources or any other matter, which might affect the tender.

No Payment for Tenders
21.
It is the responsibility of prospective bidders to obtain for themselves, at their own expense, any additional information necessary for the preparation of tenders.  Bidders shall bear all costs in connection with the preparation and submission of tenders and shall bear all further costs incurred prior to the Contract being awarded.

Bidders must bear their own costs of bidding, which will not be reimbursed in any circumstances, including if Defra decides not to continue with the bidding  process.
Contract Award Criteria
22.
Tenders will be assessed against the criteria set out below.   It is worthwhile trying to assess your own proposal against these criteria before you submit it.  It is important to realise that the Panel will score proposals against each of these criteria.   For example, if your proposal is of high quality, but does not provide an adequate description of how the results will be transmitted to the appropriate audience, it will probably be unsuccessful.

The Criteria are:



Quality of proposal
SYMBOL 183 \f "Symbol" \s 10 \h
relevance to Defra specified requirements

SYMBOL 183 \f "Symbol" \s 10 \h
scientific merit

SYMBOL 183 \f "Symbol" \s 10 \h
clear  workplan  with realistic testable milestones 

SYMBOL 183 \f "Symbol" \s 10 \h
clear deliverables 

SYMBOL 183 \f "Symbol" \s 10 \h
probability of success



Details of contractor
SYMBOL 183 \f "Symbol" \s 10 \h
expertise, infrastructure 

SYMBOL 183 \f "Symbol" \s 10 \h
project planning and management

SYMBOL 183 \f "Symbol" \s 10 \h
past experience with contractor



Cost
SYMBOL 183 \f "Symbol" \s 10 \h
reasonable & competitive costs

SYMBOL 183 \f "Symbol" \s 10 \h
co-funders



Long-term
SYMBOL 183 \f "Symbol" \s 10 \h
how are the results to be disseminated

SYMBOL 183 \f "Symbol" \s 10 \h
prospects for technology transfer

SYMBOL 183 \f "Symbol" \s 10 \h
prospects for exploiting IP

SYMBOL 183 \f "Symbol" \s 10 \h
likely long-term relevance of work

Terms and Conditions of Contract

23.
Defra operates a standard set of terms and conditions for all its research contracts.  Bidders must ensure that they can comply with these before investing resources in preparing a bid.  In submitting a tender, bidders confirm that they agree to abide by, and confirm that they can meet, Defra’s standard research contract terms and conditions.

Intellectual Property (IP)

24.
Defra assigns ownership of the outputs (Intellectual Property) from its research projects in the organisation best placed to commercially exploit them.  In most cases we believe that this will be the Contractor.  However, for some projects Defra may decide to retain ownership of the Results.  The project specification will advise to whom Defra is proposing to assign IP. 

25.
Where Defra intends to assign ownership of IP to the contractor and where a bid is a consortium or joint bid, bidders must agree a lead organisation who will have responsibility for meeting the terms of the IP Schedule, including ensuring a royalty free licence for Defra’s use of the results; making royalty payments; and assigning subsequent IP to relevant contractors. 

Joint Code of Practice for Research

26.
Defra and the Food Standards Agency (FSA), together with BBSRC and NERC, have introduced the Joint Code of Practice for Research as a means of improving the quality of research processes in the research that we sponsor.  The Code was launched in May 2003 and has been endorsed by the agricultural departments of the UK Devolved Administrations. This common approach ensures that publicly funded researchers in the food, environment and agriculture areas are all adopting similar quality assurance procedures.  The Code officially came into force on 1 June 2004 and is available at

 http://www.defra.gov.uk/science/documents/Publications/2003/QACoP_V8.pdf
All projects funded by Defra must now be carried out in compliance with the Code.  

Checklist

A final important check before you forward your tender.  Have you:










                     Tick












	· read (and can agree to) Defra’s standard terms and conditions for research contracts?
	

	
	

	· read and understood the project specification document and this guidance?
	

	
	

	· submitted your bid on the correct form (SID 2 or SID 3) answering all the questions?
	

	
	

	· included an electronic version of the SID 2 or SID 3, plus the number of hard copies detailed in the project specification document?  One copy must have original signatures .
	

	
	

	· addressed the envelope correctly (as shown in the project specification document) and in line with the instructions in this guidance note?    
	

	
	

	· allowed sufficient time to get your application to Defra to meet the deadline?
	














_____________________________________________________________________________________________________


