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Introduction 
 
1.1 If you intend to bid for the contract for delivering a PR and Digital campaign for Thames Valley 

Berkshire Local Enterprise Partnership’s (LEP) skills portal, Berkshire Opportunities, please read the 
following instructions and prepare your Tender accordingly. 

 
1.2 You are responsible for any costs or expenses you incur in preparing or delivering the Tender.  
 
1.3 Any request for clarification of the Invitation to Tender documents should be made by Monday 7th 

September 2020 addressed to: margot@thamesvalleyberkshire.co.uk  
 
1.4 You should treat all information contained in the Invitation to Tender as confidential except insofar 

as you find it necessary to disclose the information for the purposes of preparing your Tender.  
 

1.5 Thames Valley Berkshire LEP is a company limited by guarantee; one of 38 LEPs in England 
competing for public funds to invest in initiatives that address barriers to economic growth. It is a 
strategic, business-led partnership between the private sector, local government, the community 
and education sectors, as well as the main business organisations. Its aim is to bring about the 
sustainable economic growth of Thames Valley Berkshire through the implementation of a 
Strategic Economic Plan and to sustain the area’s status as the most productive sub region in the 
UK. For more information visit thamesvalleyberkshire.co.uk 

 

About Berkshire Opportunities 
 
2. 1  Thames Valley Berkshire LEP has launched Berkshire Opportunities - berkshireopportunities.co.uk - 

the area’s premier gateway to finding out about jobs, apprenticeships and Further Education and 
Post 16 courses as well as local career path options. The free online portal will help Berkshire 
residents to make informed career decisions and will support them through the employment and 
skills challenges they face now, as a result of the COVID-19 pandemic, and in the future.  

 
2.2 Local job seekers, students, residents and employers will be able to take advantage of the portal’s 

real-time features, including a quick and accessible tool to search for live job vacancies, 
apprenticeships, course data and training opportunities that are available locally. The portal will also 
signpost residents to Berkshire’s key recruiting sectors, highlighting those which are currently in 
urgent need of workers.  

 
2.3 The Portal is funded by Thames Valley Berkshire LEP in conjunction with the six Berkshire Local 

Authorities: 

• West Berkshire 

• Reading 

• Wokingham 

• Bracknell Forest 

• Windsor & Maidenhead  

• Slough 
 

And the five Berkshire Further Education Colleges: 

• Newbury College 

• Reading College 

• Bracknell & Wokingham College 

• The Windsor Forest Colleges Group  

• BCA 
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As well as the Careers and Enterprise Company and supported by Adviza (the local National Careers 
Service provider). 

Scope of Project  

3.1 Berkshire Opportunities launched in August 2020 by Thames Valley Berkshire LEP.  
 
3.2  The contractor will develop and implement a PR and Digital campaign with the aim to create and 

elevate the Berkshire Opportunities brand; establish us as experts with an authoritative voice; and 
help shape how we would like to be seen and talked about. 

 
3.3  The successful tenderer will be required to: 

• support the development and implementation of a PR and Digital strategy to meet set 
objectives 

• leverage our voice in the print and online media, local press, broadcast media and social 
media platforms  

• effectively measure and evaluate communications activity and provide regular reports 

• influence our key audience into talking about and using the portal (students, parents, 
careers leaders, job seekers and employers in Berkshire) 

 
3.4 The campaign should feed into the new website. 
 
3.6 The bidder must ensure that good practice in terms of accessibility must be met and considered in 
all elements of design. 
 
3.7 The maximum budget for this project is £20,000 excluding VAT but including any expenses. We 

would like this to be a 12-month campaign but this can be discussed.  

Objectives and Outcomes 

4.1  Editorial style and tone of voice 
 

We would like our tone of voice to be bold and use the right tone of voice to various audiences. The 
contractor will advise on how to best articulate our key messages and the most effective tools to 
deliver these messages. The contractor will be able to produce core narrative, press releases and 
story boards. 

 
4.2  Social media  
 

The contractor will be expected to set up and manage (as best as possible) the social media 
platforms. These can be agreed, but range from Twitter, Facebook, LinkedIn and Instagram. 

 
4.3 Public Relations 

 
The contractor will: 

• be able to develop audience focused content, editorial and case studies to support the 
communications strategy implementation 

• be able to research and write feature articles for specialist or generalist press 

• write Employer Spotlight features for the Berkshire Opportunities website 



 

• be able to support the LEP Communications Manager in preparing story boards for meetings 
with external and internal stakeholders to win support for more funding 

 
4.4  Monitoring and Evaluation 
 

The contractor will: 

• agree and set out measurable objectives and targets with Thames Valley Berkshire LEP. The 
contractor will then report against for each piece of work 

• evaluate work and re-assess as required any change in approach 

• provide a quarterly activity report 
  

Tender Response 
 

5.1    Submission of Tenders: The deadline for the return of Tenders is 9.00am on Monday 7th September      
2020. Please send by email to margot@thamesvalleyberkshire.co.uk. Your Tender should be in both 
word and pdf formats. 

Timetable 

6 The indicative timetable for the procurement is as follows:  
 

 Option 1 

Despatch of  Invitation to quote 
document  
 

Monday 17th August 2020 

Closing date for receipt of applications 
 

9am Monday 14th  September 
2020 

Evaluation of quotes 
 

w/c 14th September 2020 

Interviews with shortlisted bidders 
 

w/c 21st September 2020 

Award of contract 
 

25th September 2020 

Project initiation meeting  
 

w/c 28th September 2020 

 

Evaluation of Quotes 

7.1 The contract will be awarded on the basis of the most advantageous offer in terms of quality, 
experience and price.  Please see method breakdown and proportion of scores for each required 
element 

7.2 We are under no obligation to award a contract for all or any part of the requirements set out in this   
Invitation to Quote to any bidder, or at all. 

Financial Arrangements 

8.1 Payments will be paid in intervals to reflect the agreed milestones with the successful bidder. 

mailto:frances@thamesvalleyberkshire.co.uk


 

Contract Documents 

9.1   The contract document will be based on the standard terms and conditions of the successful bidder     
as modified where necessary to reflect the specific requirements of this Invitation to Quote.  You 
should submit your proposal terms with this quote. 
 
 

  



 

Appendix 1 – Form of Quote 

I have examined the invitation to quote and I offer to undertake the services required in accordance with the 
bid document for the price below 

 

Method statement 

Overall summary of (approx. 500 words) of you/your organisation’s knowledge and expertise that is 
directly related to this work (30%) 
 

Names, experience and suitability of staff who will be involved in this project and what their roles and 
responsibilities will be (30%) 
 
 
 
 
 
 

Detailed costings of the work to be undertaken (15%) 
 
 
 
 

Proposed approaches for the required deliverables set out in ‘Scope of Project’ and ‘Objectives and 
Outcomes’ (15%) 
 
 
 
 
 

Proposed timetable of activities and deliverables as set out in Scope of Project’ and ‘Objectives and 
Outcomes’ (10%) 
 
 
 
 
 
 
 
 
 

 



 

I have included short CVs of the key personnel I intend to deploy in delivering the services required.  Please 
include details of the two most senior staff you intend to use 

CV1 Please expand this table as necessary 

Name and role  
 

Summary CV  
 

CV2  
 

Name and role  
 

Summary CV  
 

 

I have included details of clients for whom my company has provided similar services together with contact 
details for referees who can be approached  

Referee 1  Please give a description of the services provided for these clients 
Contact name 
Company 
Contact details 

 

Referee 2  
Contact name 
Company 
Contact details 

 

  

 

I have attached the company’s proposed terms and conditions, which have been amended to reflect the 
specific requirements set out in the Invitation to Quote 

To the best of my knowledge and belief, there are no present or currently planned interests relating to the 
work to be performed that would create any actual or potential conflict of interest (or apparent conflicts of 
interest) (including conflicts of interest for immediate family members: spouses, parents, children) that would 
impinge on our ability to render impartial, technically sound, and objective assistance or advice, or result in 
an unfair competitive advantage. The term “potential conflict” means reasonably foreseeable conflict of 
interest. 

Name  
 

Position 
 

Company 
 

Date 
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