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Request for procurement
For: A consultant to assess the public perception of the British Council Nigeria brand.

Date: Friday, February 24 – Tuesday, March 28, 2017

1. About the British Council

The British Council is the United Kingdom’s international organisation for educational opportunities and cultural relations. The purpose of the British Council is to create international opportunities for the people of the UK and other countries and build trust between them worldwide. 
In Nigeria we work within the core business units of the – Arts, Education and Society; English and Exams - through a range of activities. In detail, the British Council’s Remit is as stated below: 
Arts: In the arts, we work with the best of creative talent to develop innovative, high-quality events and collaborations with artists and cultural institutions around the world. We secure relationships with creative partners internationally to deliver exciting projects in Nigeria, from theatre and dance to visual arts and design.
Exams: We offer a wide range of exams, from English tests to school and business qualifications. We also connect people worldwide with learning opportunities and creative ideas from the academia and business world.
Society: We also help citizens and institutions contribute to a more inclusive, open and prosperous society. We partner with civil society organisations, government ministries and institutions in the UK, Nigeria and around the world to deliver high quality programmes. We are concerned with the socio-economic challenges that face the Nigerian government and people, and work to strengthen public institutions, facilitate dialogue and highlight key issues facing the country. The work is focused on Justice, Security and conflict resolution; gender based issues and governance and civil society. 
Education: We connect the UK and Nigeria school sectors to enrich education, promote global citizenship and build international trust and understanding. We foster dialogue and international partnerships between higher education institutions and organisations and help students who want to study abroad and also enhance skills in vocational education.
2. Introduction and background to the project
The purpose and scope of this RFP and supporting documents is to explain in further detail the requirements of the British Council and the procurement process for submitting a tender proposal.
 Background 

The British Council has been operating in Nigeria for over 73 years, offering services ranging from examinations to arts and promoting the study of the English language. 
The British Council brand has become synonymous with diverse aspects of its projects and programmes offered over many years of operation, which include the library, work in arts, cafeteria, education, exams and society, among others. The services have been offered to a wide spectrum of target audiences. The British Council brand has continually built positive public perception on its individual projects, which have grown to be favourites' over time. These have been beneficial to the projects and the brand, some of the projects lasting as long as 15 years. 
The findings of this research will help set the scene for strategic interventions geared at presenting a holistic view of the services the British Council offers across audiences. The general objective of this proposed study is therefore to generate insights and intelligence on the current perception of the British Council Nigeria brand. 
Specifically, this study will measure the:
1. Awareness of the British Council brand (top of mind and prompted recall).
2. Understanding of what the British Council does, brand association and misperception.
3. Communication channels that appeal to our target audiences, ability to recommend the British Council brand.
4. Find out what the target audience think about the British Council and what they easily associate the British council with.
5. Identify what previous projects the targeted audience has had with the British Council in the past and the nature of their experiences through those engagements. 

6. Establish a baseline for brand building activities, with a view to tracking improvements and measure efficacies of MarComs efforts periodically. 

7. Identify the communication channels that are most effective in informing and engaging with our target audience about our activities particularly in the focal states. 
3. Scope of the study
The research will be conducted among the British Council target audience. The British Council target audience is defined as people who are identified to have a certain level of engagement with the services the British Council offers. They could be prospective, previous or current stakeholders of the British Council. These cover beneficiaries, influencers and policy makers of the British Council’s work. This is to ensure that the British Council would gain enough meaningful responses on KPI metrics in this first wave of the research, where awareness levels are unknown. Thus, only people who agree with at least one of the following statements should take part in the survey:
· I am keen to enhance my knowledge in the arts visual arts, theatre, fashion, dance, music (instrumentalist, producer, interested in international music) and cultures

· I would like to improve and demonstrate my English language skills

· I am someone who is always looking to develop my professional skills (e.g. leadership skills, technical skills, artistic skills, creative skills)

· I am interested in studying in another country

· I am interested in entrepreneurship and/or  youth empowerment
· I am interested in the arts 

· I am involved in conflict resolution
· I am a policy maker in the arts, education, English, society and/or exams (to be identified by the Researcher)
· I am a major influencer in the arts, education, English, society and/or exams (to be identified by the Researcher)
The research will be conducted in six states: Lagos, Kano, Abuja, Cross River, Rivers and Enugu. 
4. Methods
Ultimately, it will be the responsibility of the supplier to develop a detailed and acceptable methodology for carrying out the study. However, the researcher will be expected to carry out both primary and secondary data collection through a thorough literature review and face to face interviews with the identified target audience. The face to face survey will be carried out using an already existing semi-structured, British Council Brand Questionnaire. The supplier will be required to assess the appropriateness of the instrument in the local context and adopt or adapt it to the needs of the present study. The final methodology will be agreed upon by the appointed consultant and the British Council.
5. Outputs:
· A detailed research report on the key identified metrics detailing:
· Literature review
· Methodology
· Key Findings
· Demographic profile of Target Audience (spread across the beneficiaries of the work done by the British Council in Nigeria, influencers and policy makers)
· Implications of the findings
6. Submission Process
All proposals should outline the proposed response to the research objectives. 
Do highlight:
· Evidence of relevant previous research work and experience.

· Qualifications/experience of team members who will be involved in the research.

· Project plan for the research outlining utilisation of team members.

· Detailed costing

· Project timelines (do note timeline guide provided below).
Please submit the following documents, which are required for your eligibility to conduct the research.

· Certificate of Registration/Incorporation verifiable from Corporate Affairs Commission (CAC) and particulars of Directors. 
· Company’s Current Tax Clearance Certificate issued by the appropriate authority

· Company’s Taxpayer/ Tax Identification Number (TIN)

· Corporate profile with list of past & present clients. 

· Formal letter of reference from at least two clients
All documents and written communications must be in English.
7. Evaluation Criteria
7.1
Stages - You will have your tender response evaluated as set out below: 

Stage 1:  Tender responses will be checked to ensure that they have been completed correctly and all necessary information has been provided.  Tenders responses correctly completed with all relevant information being provided will proceed to Stage 2.  Any tender response not correctly completed in accordance with the requirements of this RFP and/or containing omissions may be rejected at this point.  Where a tender response is rejected at this point it will automatically be disqualified and will not be further evaluated. 

↓

Stage 2:  The completed Qualification Questionnaire (if used) will then be reviewed to confirm that the potential supplier meets all of the qualification criteria set out in the questionnaire. Potential suppliers that meet the qualification criteria will proceed to Stage 3.  Potential suppliers that do not meet the qualification criteria set out in the Qualification Questionnaire (if used) may be excluded from the Procurement Process at this point. Where a potential supplier is excluded at this point, its tender response will be rejected in full and not evaluated further and the supplier will automatically be disqualified from this Procurement Process. 

↓

Stage 3:  If a bidder succeeds in passing Stages 1 and 2 of the evaluation, then it will have its detailed tender response to the British Council’s requirements evaluated in accordance with the evaluation methodology set out below. Information provided as part of Qualification Questionnaire (if used) responses may also be verified as part of this stage. 
7.2
Award Criteria – Responses from potential suppliers will be assessed to determine the most economically advantaged tender using the following criteria and weightings and will be assessed entirely on your response submitted: 

	Criteria
	Weighting 

	Quality
	35%

	Methodology and Approach
	30%

	Commercial
	35%


7.3
Scoring Model – Tender responses will be subject to an initial review at the start of Stage 3 of the evaluation process. Any tender responses not meeting mandatory requirements or constraints (if any) will be rejected in full at this point and will not be assessed or scored further.  Tender responses not so rejected will be scored by an evaluation panel appointed by the British Council for all criteria other than commercial using the following scoring model:

	Points
	Interpretation

	10
	Excellent – Overall, the response demonstrates that the bidder meets all areas of the requirement and provides all of the areas evidence requested in the level of detail requested.  This, therefore, is a detailed excellent response that meets all aspects of the requirement leaving no ambiguity as to whether the bidder can meet the requirement. 

	7
	Good – Overall the response demonstrates that the bidder meets all areas of the requirement and provides all of the areas of evidence requested, but contains some trivial omissions in relation to the level of detail requested in terms of either the response or the evidence. This, therefore, is a good response that meets all aspects of the requirement with only a trivial level ambiguity due the bidders failure to provide all information at the level of detail requested. 

	5
	Adequate – Overall the response demonstrates that the bidder meets all areas of the requirement, but not all of the areas of evidence requested have been provided. This, therefore, is an adequate response, but with some limited ambiguity as to whether the bidder can meet the requirement due to the bidder’s failure to provide all of the evidence requested.

	3
	Poor – The response does not demonstrate that the bidder meets the requirement in one or more areas. This, therefore, is a poor response with significant ambiguity as to whether the bidder can meet the requirement due to the failure by the bidder to show that it meets one or more areas of the requirement.

	0
	Unacceptable – The response is non-compliant with the requirements of the RFP and/or no response has been provided. 


7.4 Commercial Evaluation – The “Overall Price” (as calculated in accordance with requirements of Annex 2 (Pricing Approach) for the goods and/or services will be evaluated by the evaluation panel for the purposes of the commercial evaluation. 
Prices must not be subject to any pricing assumptions, qualifications or indexation not provided for explicitly by the British Council as part of the pricing approach. In the event that any prices are expressed as being subject to any pricing assumptions, qualifications or indexation not provided for by the British Council as part of the pricing approach, the British Council may reject the full tender response at this point. The British Council may also reject any tender response where the Overall Price for the goods and/or services is considered by the British Council to be abnormally low following the relevant processes set out under the EU procurement rules.  A maximum offer score of 10 will be awarded to the tender response offering the lowest “Overall Price”. Other tender responses will be awarded a mark by application of the following formula:  (Lowest Overall Price/Overall Price being evaluated) x 10 (rounded to two decimal places) = commercial score.  

7.5 Moderation and application of weightings – The evaluation panel appointed for this procurement will meet to agree and moderate scores for each award criteria. Final scores in terms of a percentage of the overall tender score will be obtained by applying the relevant weighting factors set out as part of the award criteria table above. The percentage scores for each award criteria will be amalgamated to give a percentage score out of 100. 
7.6 The winning tender response – The winning tender response shall be the tender response scoring the highest percentage score out of 100 when applying the above evaluation methodology, which is also supported by any required verification evidence (to include, without limitation, any updated information or references relating to any Qualification Question responses) obtained by the Authority relating to any self-certification or other requirements referred to in the Qualification Questionnaire (if used). If any verification evidence requested from a supplier, or a relevant third party as may be referred to by the supplier in the Qualification Questionnaire (if used) as a party prepared to provide such information, is not provided in accordance with any timescales specified by the British Council and/or any evidence reviewed by the British Council (whose decision shall be final) does not demonstrate compliance with any such requirement, the British Council may reject that tender response in full and disqualify the potential winning supplier from the Procurement Process at that point.

8. Timeline
	February 3, 2017
	Request for Proposals 

	February 10, 2017
	Clarification Deadline

	February 11, 2017
	British Council to respond to clarification questions

	February 16, 2017
	Deadline for Submission

	February 20, 2017
	Interviews by selection of consultant

	February   21 to 24,  2017
	Contract signing

	February 28 to March 21,  2017
	Research period

	March 28, 2017
	Report Presentation


The Marketing Communications team at the British Council in Nigeria must receive your submission no later than 12:00noon GMT February 16, 2017. Please send your proposal to the British Council via e-mail to the Director, Research, Boniface Ushie at Boniface.Ushie@ng.britishcouncil.org
Note: Timescales are estimates and may be subject to change.
9. Instructions for Responding
9.1 The documents that must be submitted to form your tender response are listed at Part 2 (Submission Checklist) of Annex 1 (Supplier Response) to this RFP. All documents required as part of your tender response should be sent to Boniface Ushie, by email (Boniface.Ushie@ng.britishcouncil.org) by the Response Deadline, as set out in the Timescales section of this RFP.

9.2 The following requirements should be complied with when summiting your response to this RFP:

· Please ensure that you send your submission in good time to prevent issues with technology – late tender responses may be rejected by the British Council.

· Do not submit any additional supporting documentation with your RFP response except where specifically requested to do so as part of this RFP. PDF, JPG, PPT, Word and Excel formats can be used for any additional supporting documentation (other formats should not be used without the prior written approval of the British Council). 

· All attachments/supporting documentation should be provided separately to your main tender response and clearly labelled to make it clear as to which part of your tender response it relates.

· If you submit a generic policy / document you must indicate the page and paragraph reference that is relevant to a particular part of your tender response. 

· Unless otherwise stated as part of this RFP or its Annexes, all tender responses should be in the format of the relevant British Council requirement with your response to that requirement inserted underneath. 

· Where supporting evidence is requested as ‘or equivalent’ you must demonstrate such equivalence as part of your tender response.

· Any deliberate alteration of a British Council requirement as part of your tender response will invalidate your tender response to that requirement and for evaluation purposes you shall be deemed not to have responded to that particular requirement.

· Responses should concise, unambiguous, and should directly address the requirement stated.

· Your tender responses to the tender requirements and pricing will be incorporated into the Contract, as appropriate. 
10. Clarification Requests
10.1 
All clarification requests should be submitted to Boniface.Ushie@ng.britishcouncil.org by the Clarification Deadline, as set out in the Timescales section of this RFP. The British Council is under no obligation to respond to clarification requests received after the Clarification Deadline. 

10.2
Any clarification requests should clearly reference the appropriate paragraph in the RFP documentation and, to the extent possible, should be aggregated rather than sent individually.

10.3
The British Council reserves the right to issue any clarification request made by you, and the response, to all potential suppliers unless you expressly require it to be kept confidential at the time the request is made. If the British Council considers the contents of the request not to be confidential, it will inform you and you will have the opportunity to withdraw the clarification query prior to the British Council responding to all potential suppliers.

10.4
The British Council may at any time request further information from potential suppliers to verify or clarify any aspects of their tender response or other information they may have provided. Should you not provide supplementary information or clarifications to the British Council by any deadline notified to you, your tender response may be rejected in full and you may be disqualified from this Procurement Process.

List of Annexes forming part of this RFP (issued as separate documents):

Annex 1 – Supplier Response
Annex 2 – Pricing Approach
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