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1. [bookmark: _Toc227312125]Summary of Service Requirement 

	Department to complete
	

	Name and contact details of key contact

	

	Date of Issue 

	

	Deadline for submission

	

	Overview of Training Requirement
	

	Detailed description of the learning need identified

	

	The context for the learning requirement – i.e. new team, identification of skills gap, etc

	

	Links to any strategic priorities 

	

	Required learning outcomes

	

	Measure of success – what would you like to see change as a result of this development intervention?

	

	Target audience and numbers

	

	Preferred delivery format – face to face, online or blended

	

	Budget available (excluding VAT)

	

	Any other comments

	


2. [bookmark: _Toc227312126]Section A – Instructions for Suppliers
Interested suppliers are invited to submit their responses based upon the information contained within this document.
Quotations must be submitted no later than 12noon of the deadline, above. 
THE UNIVERSITY OF WARWICK RESERVES THE RIGHT TO AUTOMATICALLY DISQUALIFY ANY SUPPLIER FAILING TO ELECTRONICALLY SUBMIT THEIR QUOTATION AND / OR FAILING TO MEET THE REQUIRED DEADLINE

[bookmark: _Toc227312127]2.2 COMMERCIAL TERMS
The University of Warwick normal business terms are 30 days from date of invoice
Payment will become due subject to the above upon the University of Warwick’s full acceptance of the service. 
Your response and any resulting Purchase Order will be subject the agreed Project Brief, underpinned by the terms of the Services Procurement Agreement for the Warwick People Team’s Learning & Development Dynamic Framework of Service Providers, Tender Ref; CDC-10-25-LearningFramework-AC-GH. 
Prices quoted must remain valid for a minimum period of 90days from the deadline

3. [bookmark: _Toc227312128]Section B – Quotation Response
SUPPLIERS MUST ENSURE THAT A FULL RESPONSE TO ALL SUBSECTIONS WITHIN THIS SECTION B ARE PROVIDED WITHIN THEIR QUOTATION
	Supplier to complete
	

	Bespoke or ‘off the shelf’ solution

	

	Proposed number of sessions

	

	Duration of each session

	

	Proposed delivery format

	

	Minimum number of learners per session

	

	Maximum number of learners per session

	

	Total cost (excluding VAT):
Maximum Daily rate cannot exceed ceiling fee quoted within the Framework Agreement; CDC-10-25-LearningFramework-AC-GH
	A Pricing template has been provided alongside this Project Brief document. 

	Proposed approach, content and rationale (attach in separate document if preferred). Please ensure that sessions include opportunities for learners to apply the learning to real examples from their work.

	

	Learner pre- and post-work (if any)

	

	Level 1 and 2 evaluation methods

	

	Any other comments

	



3.5 [bookmark: _Toc227312129]SCHEDULE OF PRICING
Please complete the attached Excel pricing schedule – attached to this Project Brief. 
Pricing Schedule must be completed in full (excluding VAT), in Pounds Sterling. Please submit spreadsheets submitted as “Live” Excel Spreadsheets.
We encourage Suppliers to submit competitive rates for this service requirement. 
Call-off from this framework is at the sole discretion of UoW, any rates proposed are at a maximum of the framework rates but can be lower. To ensure we are achieving the best value for money the University can benchmark rates. 
[bookmark: _Toc227312130]5.3 CONTACT DETAILS AND DECLARATION
For any queries in relation to this Quotation please contact 
Name:
Address:
Telephone:
Email:
I confirm that to the best of my knowledge and ability the information provided in this Quotation is true and fair and I have the authorisation to provide such information on behalf of the organisation. I also understand that the University of Warwick will rely on the information submitted during the assessment process for selection of the successful quotation and that should any of the information prove to be incorrect or inaccurate, this may lead to disqualification from the procedure and / or cancellation of any resulting contract
Signed:…………………………………………………………………………………………..
Print: …………………………………………………………………………………………….
Position: …………………………………………………………………………………………
For and on behalf of:……………………………………………………………………………
Date: ……………………………………………………………………………………………..

[bookmark: _Toc227312131]5.4 BUSINESS ETHICS AND CONFLICTS OF INTEREST
The Supplier shall not enter into any agreement or arrangement with any person that that other person shall refrain from quoting, or between them agree as to the amount of any other quotation submitted or of its terms and conditions.
The Supplier shall not offer to pay or give, agree to pay or give, any sum of money or valuable consideration directly to any person for doing, having done, or causing, or having caused to be done, any act of nature described in the above conditions in relation to the tender.
The person(s) involved in the preparation and collation of the Supplier’s quotation should in no way be associated with the initial preparation by the University of Warwick, of the quotation documentation or with the subsequent assessment and decision-making process of this Project Brief.
The Supplier shall establish and maintain appropriate business standards, procedures and controls including those necessary to avoid any real or apparent impropriety or to prevent any action or conditions which could result in conflict with the University of Warwick’s best interests. 
Supplier's efforts shall include, but not be limited to, taking all reasonable steps to prevent its employees or agents from making, receiving, providing or offering gifts or entertainment of more than nominal value, payments, loans or other considerations to anyone for the purpose of influencing individuals, firms or bodies corporate to act contrary to the University of Warwick’s best interests.
This obligation shall apply to the activities of the employees and agents of the Supplier in their relations with the employees of the University of Warwick and Third Parties arising from this Project Brief. 
Signed…………………………………………………………
Print Name…………………………………………………..
Position……………………………………………………….
Date……………………………………………………………
For and on behalf of……………………………………… 
NB. Any false statement above could jeopardise the validity of your quotation and any future opportunity to contract with the University of Warwick and could result in the termination of any current contracts
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