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URB Resourcing How fo keep frack of all essential aspects related fo Funding?
How to develop a high quality Funding bid?

TABLE 1 - Key headings of a call for tenders

1. Scope and description of the call

Introduce your organisation and describe: what is the context for this call for tenders? what services
do we want to commission? what specific tasks should to be delivered? where will the service be
provided? for how long do we seek support? how much do you plan to spend on the contract?

2. Additional background information

Provide a succinct background and a brief summary of the Action Plan or the planned project, the
financial scope of the Action Plan or how big is the project, i.e. what is its cost volume? what type of
fund/s are pursued? which partners are involved?

3. Expected outputs and timescale

Describe the expected outputs and timescale for the service delivery (expected milestones, key
meeting dates etc.)

4. Expected form and content of the tender

Provide information about the form and content of the tender (how to submit the tender? what
documents to submit with the tender? who to contact for any queries? who to send the tender to?
when to submit the tender?

5. Fees

Inform how much are you planning to spend on the contract

6. Contract Management and Collaboration

Describe how will you will manage the contract and what are your expectations are for collaborating
with the provider?

7. Tender specifications

Describe who you are looking for to submit a tender? when to submit the tender? what the main
legal rules of tendering/contractual arrangement are?
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URB

How to develop a high quality Funding bid?

Resourcing How fo keep frack of all essential aspects related fo Funding?

TABLE 3 - Assessment Criteria of submitted tender documents (a scoring example)

Range of assessment criteria for tenders
(example)

Score from 1-5
(1 = poor
response and 5=
excellent
response)

Sum of the
Score per
Section

Weight

(in %)

Weighted Score

1. Meeting the requirements of the call

The tenderer demonstrates a thorough understanding of our needs

The tenderer makes clear reference to relevant policy and strategic
context to which the Action Plan/project will need to relate to

The tenderer has outlined some excellent ideas that could enhance our
Action Plan/project

The tenderer has an excellent grasp of the context and the funding
environment relevant to our Action Plan/ project

The tenderer demonstrates an excellent understanding of the specific
tasks we have requested in the call.

The tenderer highlights a number of thematic or funding circumstances
that can affect the tasks we are requesting

2. Relevant experience

The tenderer has substantial experience in the requested tasks of the
call (references are provided)

The tenderer has substantial experience in the thematic area of our
Action Plan/project (evidence is provided)

The tenderer has a positive track record for supporting organisations
like ours (evidence is provided)

3. Value for money

The tenderer has presented his/her costs in a very transparent and
detailed manner

The tenderer has identified his/her day rate/hourly rate in relation to
each task specified in the call

The tenderer has clearly stated how many days he/she will allocate and
what happens if the work goes over budget

4. Contract delivery and management

The tenderer explains clearly how his/her work with us will be
conducted such as methods, approaches to be used for the tasks (i.e.
co-writing/appraising, process over time, number of meetings required,
etc.)

The tenderer has included a clear timetable and milestones for the
services to be provided

The tenderer has addressed the potential risks and how he/she will
mitigate/adjust his/her work accordingly (such as illness cover)

Total

100%




