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1. [bookmark: _Toc201830603][bookmark: _Toc233272720]Introduction to the buyer’s guide
The University has undertaken a rigorous and competitive tendering process to appoint a framework of suppliers that can meet the University’s requirements for PR Agency Services. Public Relations (PR) Framework.
This buyers guide has been set up to assist colleagues in the purchase of Services from Warwick University’s approved suppliers within this Framework. The University’s staff can benefit from a streamlined ordering process using e-procurement systems.
This is a Multi-Lot Framework Agreement managed by the Marketing, Communications and Insight – Corporate Communications Team. 
The most agreement commences 1st June 2023 for an initial 2-year term with provision to extend for a further period of up to 2 years to a maximum 4-year term (2+1+1). Extensions to existing suppliers are offered on a Lot-by-Lot basis and strictly dependent on contract feedback, supplier capability, value for money and other considerations pertinent at the time. It is expected that tendered rates will remain fixed for the duration of the agreement.
For Lot 1-6 -> The first-ranked supplier within a given Lot can be contracted directly for the services covered by the Lot. Only if the first ranked Supplier does not have the capacity to undertake the work or cannot respond to the requirement within the timeframe required (or any other reason such as conflict of interest), then the next ranked Supplier will be appointed.
For Lot 7 only -> The first-ranked supplier within this Lot can be contracted directly for the services covered by the Lot or you can undertake a mini-competition with all the suppliers on the lot. 
There were seven Lots initially established in 2023, however the extension from June 2026 – 2027 includes 6 Lots (see Section 2 for further details): 
· [bookmark: _Toc201830604]Lot 1 – Strategic Support and Delivery
· Lot 2 – Reputation Management/Crisis Management
· Lot 3 –Social Media Support and Strategic Counsel
· Lot 5 –Internal Communications and Platforms > follow FP15 on seeking a min of 3 quotes. 
· Lot 6 – Media Training
· Lot 7 – Marketing/PR Agencies – Commercial/Regional/Sector Specific
The 1 Lot below has been released from the PR Framework agreement. Please contact mcisroperations@warwick.ac.uk if you need further support or information on how to source the below services. 
· Lot 4 –Media Tools and Platform > seek support from MCI on our current approved provider, the agreement with Signal AI has expired. 

2. [bookmark: _Toc233272721]Lot specifications
The purpose of this framework is to provide colleagues with a list of compliant suppliers from which to place orders for PR Agency Services. It is important that only suppliers from the below table are used. Under no circumstance can other suppliers be used if the need identified can be met by one of the suppliers from within the framework.
	
	Suppliers
	Description of Services by Lot

	Lot 1
	RANK 1; The SHOOK Agency LLP
RANK 2; MHP Group Ltd
	Strategic Support and Delivery
Deliver strategic, integrated communications support across campaigns, media relations, internal communications, and social media. Provide expert counsel to strengthen the institution’s profile, advising on best practice and stakeholder engagement. Plan and deliver high‑impact, audience‑focused campaigns and produce high‑quality multi‑channel content. Offer flexible support across press office activity, including drafting press releases, pitching stories, coordinating events, and preparing briefings. Conduct media reputation audits and deliver insight‑driven analysis to inform strategy.

	Lot 2
	RANK 1; MHP Group Ltd
	Reputation Management/Crisis Management
Provide crisis communications support, including strategic counsel on reputational risk, planning and preparedness, and coordinated media, social, and internal communications during incidents. Monitor and analyse developing situations, delivering timely insights and summaries to guide response.

	Lot 3
	RANK 1; Four Communications Ltd
RANK 2; BCW (T/A WPP Brands Ltd)
	Social Media Support and Strategic Counsel
Provide strategic guidance to strengthen digital content and social media strategy, including planning and producing multimedia content across channels. Lead end‑to‑end creation of social assets—video, imagery, copy—and offer specialist insight into influencer partnerships. Support social‑focused campaigns, delivering data‑driven analysis, performance reporting, and actionable insights. Contribute expertise in podcast development from concept to full production and deliver training to enhance team capability.

	Lot 4
	Please contact MCI our current approved provider, the agreement with Signal AI will expire mid Sept 2026. 
mcisroperations@warwick.ac.uk
	Media Tools and Platform
Provide daily monitoring and summaries of national, international, specialist, and local media. Produce tailored performance reports using metrics such as favourability, reach, relevance, and prominence, and benchmark coverage against key competitors. Maintain an up‑to‑date journalist database, log media enquiries, and use advanced social media analytics tools to track activity, sentiment, and emerging trends.

	Lot 5
	RANK 1; Enthuse Communications Ltd
RANK 2; BCW (T/A WPP Brands Ltd)
	Internal Communications and Platforms
Provide strategic guidance to build a strong, values‑led people culture and create engaging employer‑brand content across copy, video, events, and toolkits. Offer expert insight on content strategy, tone of voice, and channel mix. Plan and deliver targeted internal campaigns for diverse audiences, producing audience‑focused content that supports and advances the corporate communications strategy.

	Lot 6
	RANK 1; Hayes Collins Media Ltd

	Media Training
Deliver high‑quality media training for executive and senior leaders to build strong spokesperson capability, alongside dedicated sessions for academics delivered several times a year. Provide on‑demand crisis communications support, offering rapid response guidance and immediate expert advice when incidents arise.

	Lot 7 
	RANK 1; Political Lobbying & Media Relations Ltd (PMLR)
MINI COMPETITION; PLMR, the SHOOK Agency LLP, DIGITAL GLUE Ltd, HATCH Communications Ltd.
	Marketing/PR Agencies – Commercial/Regional/Sector Specific
Provide strategic and marketing communications support to Warwick’s commercial, business, and consumer‑facing teams, covering key campus units including Warwick Arts Centre, Warwick Conferences, Warwick Sport & Wellness Hub, the Innovation District, WMG business projects, and the Institute for Engagement. Appointed agencies will promote these services through integrated campaigns that build brand awareness, drive engagement, and target regional audiences and sector‑specific markets across B2B, B2C, hospitality, leisure, arts, and innovation.


3. [bookmark: _Toc220927662][bookmark: _Toc233272722]Supplier biographies
	LOT
	1
	2
	3
	4
	5
	6
	7

	The SHOOK Agency LLP

Website SHOOK home - Welcome to SHOOK 
Email gemma.moroney@welcometoshook.com

	1st
	
	
	
	
	
	=2nd 

	SHOOK is one of the UK’s top PR agencies, according to Provoke Media: “Creativity remains the agency’s defining strength. Its work is often characterised by unexpected collaborations, culturally resonant storytelling and a willingness to tackle serious issues.”
We use behaviour design x creativity to create work that hits differently, across three areas, often for clients with multi-stakeholder, complex or sensitive contexts:
Core
Services: Changing the inside of organisations: from purpose, vision, mission and values to strategic and creative platforms
Client examples: Arm, the England & Wales Cricket Board, Battersea Cats & Dogs Home
Communications
Services: Press office activity and events to fully integrated communications campaigns including PR, social, owned and influencer
Client examples: Govia Thameslink Railway, iFit x Nordic Track, innocent drinks, Field Doctor, Royal Academy of Engineering/ National Engineering Day
Campaigning
Services: Comms to change something in the world
Client examples: Climate Coalition, National Trust, Recycle Your Electricals, Save Our Wild Isles, Tony’s Chocolonely
We’ve worked with University of Warwick supporting the MCI & SR Team with Warwick’s 60th anniversary - the university’s most ambitious brand campaign yet - from toolkit development to supporting events, co-creation and publicity, such as the Festival of Innovation and the David Speed mural. 
SHOOK also has wide experience with fundraising and volunteering. We worked with Warwick’s Philanthropy Team during 2024 and 2025, developing the ‘Set The Pace’ creative platform, narrative and language, and the communications framework for volunteering.
SHOOK loves the pace, passion and purpose of everyone who’s part of University of Warwick and we’d love to support your next campaign!

	MHP Group Ltd

Website MHP Group 
Email Antonia.Green@mhpgroup.com

	2nd 
	1st
	
	
	
	
	

	MHP Group is a full-service integrated communications agency built for a world that’s increasingly connected, complex and polarised. We create strategies and multichannel campaigns to engage every audience, from consumer to policy maker, and stakeholder to shareholder. Our team of over 200 communications consultants are based in London and support over 200 clients across the UK and the world. In addition to corporate, consumer and financial communications we have teams in the technology, financial services and health sectors, and dedicated specialist crisis communications, strategic media and employee engagement units. Our in-house creative team, Studio La Plage, provides strategy, creative, design and social strategy for leading brands across digital channels. 
Our consultants have helped universities and organisations in the education sector promote and protect their reputations, including through: crisis support, digital and social media consultancy, content strategy and creation, campaigns to engage prospective students, media programmes to profile research taking place at universities and corporate communications. Our work in this sector includes a campaign that highlighted the resilience and determination of students for Future Learn (case study) and the MadeatUni campaign for Universities UK.
We are among the most-awarded communications consultancies in the industry, and creators of PR Week’s ‘Campaign of the Decade.’ Some of our recent wins include Best Integrated Agency at PR Week’s Corporate Affairs Awards 2026.   

	Four Communications Limited

Website The Difference Makers | Four Agency
Email caroline.lilley@four.agency

	
	
	1st
	
	
	
	

	Four Agency is a specialist communications and digital marketing agency with deep expertise in the higher education sector. As a trusted partner to the University of Warwick, Four brings hands-on experience of the unique dynamics, audiences, and challenges that define university communications — from student recruitment and brand positioning to stakeholder engagement and campaign performance.
With a proven track record working across higher education, Four understands how to connect institutions with the audiences that matter most: prospective students, researchers, alumni, and the wider academic community.
Our expertise spans the full digital mix. In organic and paid social, we build communities, grow reach, and drive measurable engagement across all major platforms. In digital performance, we apply data-led thinking to optimise spend, sharpen targeting, and deliver results that can be evidenced and acted upon.
Four combines strategic clarity with creative execution — giving the University of Warwick a partner that knows the sector, understands the brand, and has the capability to deliver.

	Burson Group Ltd (previously BCW)

Website Burson | Global Communications Agency | Burson
Email 

	
	
	2nd
	
	2nd
	
	

	

	Enthuse Communications Ltd

Website Enthuse Communications how can we help you — Enthuse Comms
Email  

	
	
	
	
	1st 
	
	

	

	Hayes Collins Media Ltd

Website Hayes Collins Media |
Email sandra@hayescollins.co.uk

	
	
	
	
	
	1st
	

	Hayes Collins Media Ltd is a media training company with extensive experience in the higher education sector and the broader public sector. We work with groups and individuals to prepare them to undertake media interviews, both of a proactive/thought leadership nature and when under pressure due to incidents, crises or challenge.  We combine journalistic rigour with training techniques based on industry-recognised qualifications.
Whether complete novices or experienced interviewees, many people find media interviews uncomfortable and daunting. Our training builds both confidence and techniques through realistically challenging interview simulation combined with supportive coaching.
In the last two years, we’ve worked with experts from Warwick Manufacturing Group to build and broaden their thought leadership offering. The sessions have received excellent feedback.
We offer flexible training packages, including full or half day group sessions, one to one coaching or scenario-based crisis sessions, all built around bespoke interview starting points.

	PLMR (Political Lobbying & Media Relations Ltd)

Website PLMR | communications + impact | PR and Public Affairs
Email Victoria.cameron@plmr.co.uk

	
	
	
	
	
	
	1st

	PLMR is an award-winning integrated communications consultancy with extensive experience supporting universities, research institutions and education sector organisations to build reputation, influence policy, engage stakeholders and raise their profiles. We combine specialist expertise across public relations, media relations, public affairs, reputation management, digital communications and content creation, helping clients navigate complex challenges and communicate their impact effectively.
Our higher education team works with universities, sector bodies and research institutions across the UK, including the Royal Veterinary College, London School of Economics and Political Science (LSE), University of Sheffield, UCAS and Advance HE. We have expertise translating complex research, data and academic insights into compelling stories that resonate with policymakers, media, partners and the public. Our work has helped institutions strengthen research reputations, support student recruitment, influence policy and establish academic leaders as trusted commentators in their fields.
As a B Corp-certified agency, we are values-driven and passionate about supporting organisations that deliver positive social impact. Whether developing thought leadership campaigns, promoting groundbreaking research, managing reputational challenges or delivering integrated communications strategies, we act as an extension of in-house teams, combining strategic insight with hands-on delivery to achieve meaningful results.

	Digital Glue Limited

Website Digital Glue | Digital Marketing, PR & SEO Agency in Birmingham
Email anika@digitalglue.agency

	
	
	
	
	
	
	=2nd

	Digital Glue is an integrated marketing and communications agency that helps organisations build profile, strengthen reputation and engage the audiences that matter most.
Working across PR, media relations, thought leadership, content marketing, social media, stakeholder communications and campaign planning, we support
organisations to turn complex ideas into clear, compelling communications that deliver measurable outcomes.
Our team has extensive experience working with universities, innovation programmes, research-led organisations, venture capital firms, business support networks and commercial enterprises. We understand the challenges of communicating with diverse audiences including students, academics, researchers, businesses, investors, policymakers and regional stakeholders.
As a supplier on the University of Warwick PR and Communications Framework, colleagues can engage Digital Glue for support with media relations, press office services, content creation, thought leadership campaigns, social media programmes, reputation management, event promotion, stakeholder engagement and integrated marketing campaigns. Whether launching a new initiative, promoting research and innovation activity, increasing attendance at events, strengthening brand awareness or raising the profile of key projects and services, we provide strategic advice alongside hands-on delivery, acting as an extension of internal teams to help achieve organisational objectives.

	Hatch Communications Ltd

Website About Us – Hatch Communications
Email mattpeden@hatch.group

	
	
	
	
	
	
	=2nd

	Hatch is an award-winning creative communications agency that helps organisations tell stories that move people, shift perceptions and drive action. Through our Supercharger Storytelling proposition, we uncover the powerful human narratives that sit at the heart of brands, institutions and campaigns, transforming complex messages into compelling stories that audiences remember and share via PR, social media, content and activation. 
In higher education, we have worked with universities and education providers to bring research, innovation, student experiences and societal impact to life. From student recruitment and widening participation to reputation building and stakeholder engagement, we help institutions cut through an increasingly crowded landscape with stories that resonate.
By combining strategic insight, creative thinking and earned-first communications, Hatch creates campaigns that generate attention, build trust and deliver measurable results. Whether showcasing world-leading research, attracting the next generation of students or demonstrating real-world impact, we help higher education organisations connect with the audiences that matter most through storytelling that supercharges engagement.



4. [bookmark: _Toc220927663][bookmark: _Toc233272723][bookmark: _Toc201830606]Commissioning process (How to buy) 
[bookmark: _Toc220927664][bookmark: _Toc233272724]Providing an in-depth specification
If internally, your requirement cannot be met, for the sake of time and cost, it is vital that colleagues provide as much information as possible when making an enquiry with a supplier. We recommend that colleagues contact suppliers with plenty of time to spare. It may be helpful to discuss your requirements on a short Teams meeting to ensure that the suppliers are in the best position to quote accurately. 

Find an optional RFQ (Request for Quotation) Template in the Appendix, alongside a Pricing template ahead of approaching providers. You could create a ‘briefing’ document as an alternative in your own format.  

When calling off from this framework, your RFQ or Brief would include clear deliverables and/or outputs plus details of any other requirements. 
· A clear scope of work
· Clear deliverables and milestones. 
· Clear costs to be paid directly linked to (Ideally) the deliverable and milestone or follow an agreed agile structure. Rates should be no greater than those stated on the supplier's rate card. 
· Any dependencies, assumptions and exclusions
· Any KPIs measuring the service delivery
· Details of the people who will deliver the service. 
[bookmark: _Toc220927665][bookmark: _Toc233272725]How to write a brief
Colleagues who are experienced in PR services are free to create their own briefs when engaging with the approved agencies on this framework, though we encourage all departments to reach out for guidance. Help is available from MCI when writing a brief; mcisroperations@warwick.ac.uk. 
[bookmark: _Toc233272726]Framework Rates
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 against those provided on qualifying for the Framework. If you require support, please contact Procurement; procurement@warwick.ac.uk.
[bookmark: _Toc233272727]Award to a Supplier 
Once the evaluation has concluded and a supplier has been chosen, a call-off contract can be awarded. The call-off agreement should reference the PR Framework (SPA) Ref: HK-01-2023-MIC-PRAGENCIES-NF, aka Warwick’s T&C’s. There is no obligation to provide an in-depth debrief to all quote’s submissions, but it is best practice to provide feedback to unsuccessful applicants. 
[bookmark: _Toc233272728]Raise a purchase order (PO)
The PO is our commitment to the commission the work. 
Please attach the supplier’s quotation response and supporting materials to the PO. This is typically done on an e-procurement software, SAP or Opera. The system you use will depend on which software your department uses, so contact your department administrator if you require assistance getting set up. Be sure to stay in contact with the supplier account manager throughout this process. When you raise the purchase order, save it as a PDF and email it to the account manager for processing. 
A request, please could all PO be linked to the Material Group; WU1000000	Profess. Services when commissioning services using these PR providers.
For ease of use, the vendor numbers for the approved suppliers are as follows:
	Supplier Title
	Internal Supplier Code (SAP)

	The SHOOK Agency LLP 
	10054465

	MHP Group Ltd
	10055056

	Four Communications Limited 
	10047037

	Burson Cohn & Wolfe (BWC) WPP Brands (UK) Ltd T/A
	10050754

	Signal Media Ltd
	10055053

	Enthuse Communications Limited 
	10054916

	Hayes Collins Media Ltd
	10048165

	PLMR (Political Lobbying & Media Relations Ltd)
	10052616

	Digital Glue Limited
	10054915

	Hatch Communications Ltd
	10054917



5. [bookmark: _Toc233272729]Additional Guidance 
For this Framework agreement, as you’re utilising approved suppliers, you DO NOT need to complete the following FP15 steps, which are usually required, as these have already been completed.  
· Supplier Assurance Document – All providers have qualified with sufficient insurance coverage, financial standing and meet the Universities standards. 
· Procurement Assurance Checklist – The tender process has covered all required steps, this is not required. 
· Service Procurement Agreement (SPA) or CFO Signature – we have established a call-off contract with all providers on this Framework, your RFQ should offer enough clarity to ensure the service is delivered in full, as agreed, without creating an additional contract or securing a CFO signature. 
· MDR2 Form – All suppliers within the Framework are being set up on SAP/ Opera 
· Authorization to Proceed – this should not be required. 
· You can view the content of FP15 via this PDF
Expenses
Colleagues are promoted to discourage providers charging expenses (i.e. travel & accommodate) given our limited budgets. Please do review our policy before considering an expense request, seeking internal budget approval in advance of agreement.  
As stated in the Service Procurement Agreement (SPA) “Reimbursement of any expenses will only be made subject to the express agreement in advance by the University, must be subject to provision of receipts and be fully auditable and wherever practicable must be aligned with the University’s expenses policy. The University reserves the right to reject any claims for expenses at its sole discretion.” 
Link to the University's expenses policy. 
https://warwick.ac.uk/services/peopleteam/internal/payroll/expenses/uk1/
Link to our Sustainable Travel policy
https://warwick.ac.uk/sustainability/governance/travel/
Webpage Updates
It is important that departments access this Buyer’s Guide via the Procurement webpages each time they would like to commission work. This is because the framework will be periodically reviewed and suppliers may be removed and / or added onto this framework. Therefore, by accessing the document online, departments will be referring to the most recent information. 
IR35 Assessment
When calling off services, please consider if an IR35 assessment is required to deliver the services in reference to the means of payment and compliance of VAT and Tax considerations. Further guidance is available from the following link:
https://warwick.ac.uk/services/finance/aboutthefo/fosections/tax/ir35/ir35process/
Contact email for specific advice: IR35@warwick.ac.uk
6. [bookmark: _Toc226018744][bookmark: _Toc233272730]Helpful links
When procuring products or services, there’s a wealth of information and expertise available to consult as you shape your requirements. 
	People
	Resources

	MCI Team 
brand@warwick.ac.uk  mcisroperations@warwick.ac.uk
Procurement
procurement@warwick.ac.uk
Sustainability
sustainability@warwick.ac.uk
	Marketing, Communications and Insight – Corporate Communications 
Public relations - University of Warwick
Procurement
Procurement Services
Sustainability
Sustainability at Warwick



7. [bookmark: _Toc226018745][bookmark: _Toc233272731]FAQs
Where should I go if I need help?
If you require guidance or support, please contact procurement@warwick.ac.uk. 
Do I need to request quotes from multiple suppliers? 
No, you would request a response from Rank 1 providers in the first instance, regardless of the value, if they’re unable to fulfil the requirement, you would then approach Rank 2, if available. 
Lot 7 however, if the Rank 1 provider is unable to fulfil the requirement, you would then run a ‘mini competition’. You would approach all 3 of the other Rank 2 providers within this lot, whether the value of the service is over or under £10K as these are equally ranked. 
If your requirement is over £100K, please contact procurement@warwick.ac.uk who will determine and lead the sourcing event. 
Can I use a supplier that is not part of the framework?
No, you must only use the suppliers that are part of the framework as they have been approved following a lengthy procurement process, which involved legal, data protection and sustainability considerations.
How do I check the supplier’s quote does not exceed the ‘maximum ceiling rate’ they provided to qualify for this Framework?  
Once you’ve received a quote, if you require guidance or support to benchmarking to the Framework Rates, please contact procurement@warwick.ac.uk. Due to the commercial sensitivity of the information, we have chosen not to publish the rate on our internal webpages.  
What if a supplier doesn’t respond to my enquiry?
After the stated deadline has passed for the Rank 1 provider, as long as the time provided to quote was reasonable, you can then approach the Rank 2 provider/s.
Can I pay using a purchasing card?
A University purchasing card should only be used for ad-hoc or low-value spend on services outside of the scope of the approved suppliers. Visit the purchasing card website for more information.
How can I receive training on e-procurement systems?
Training for the Opera e-procurement system can be found at Opera and training for the SAP software can be found at SAP & Finance Systems.
8. [bookmark: _Toc226018746][bookmark: _Toc233272732]Glossary of Terms
Approved supplier
A supplier that has undergone a tendering process and is approved to provide for the University. Only approved suppliers can be used for business.
Enquiry
The initial correspondence between the customer and supplier. When making an enquiry, we encourage colleagues to fully consider their requirements.
Estimate
An initial assessment of the costs of a project, delivered to the customer by the supplier. Estimates are not binding, and a customer should only use this price as a ballpark figure.
Purchase order
A purchase order is raised when a colleague needs to purchase goods or services from a supplier. A purchase order contains the information needed to make payment and deliver goods. Purchase orders are often created using e-procurement software.
Quote
An official, final price given to the customer once the full requirements of the project have been understood.
Specification
[image: A black text on a black background
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A specification is a detailed description of a product or service required by the customer and is sent to a supplier in order to obtain an accurate quote
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