@@ BRITISH
@@ COUNCIL

Request for Proposal (RFP)

For: RFP - RN96EDU42025 - Giveaways Plus Branded Stationery - HEM Series of Events
Date: 01 May 2025

1 Overview of the British Council

We support peace and prosperity by building connections, understanding and trust between people in

the UK and countries worldwide.

We uniquely combine the UK’s deep expertise in arts and culture, education and the English
language, our global presence and relationships in over 100 countries, our unparalleled access to

young people, creatives and educators, and our own creative sparkle.

We work directly with individuals to help them gain the skills, confidence and connections to transform
their lives and shape a better world in partnership with the UK. We support them to build networks
and explore creative ideas, to learn English, to get a high-quality education and to gain internationally

recognised qualifications.

We work with governments and our partners in the education, English language and cultural sectors,
in the UK and globally. Working together we make a bigger difference, creating benefit for millions of
people all over the world

We take a long-term approach to building trust and remain at arm’s length from government. We work
with people in over 200 countries and territories and are on the ground in more than 100 countries. In

2022-23 we reached 600 million people
2 Introduction and Background to the Project / Programme

2.1 Higher Education Mobility - ISMM, Alumni UK Engagement, GREAT and Commonwealth
activities will take place majorly in Karachi, Islamabad, Lahore but will also include tier 2 cities e.g
Peshawar, Faisalabad, Murree, Multan, Hyderabad, Sukkar and Abbottabad. The audience will
include Agents/Educational Consultants, School/University Counsellors, Students and their
counsellors, renowned companies, UK Alumni. These activities include participation in dawn
education exhibition, The News Education Expo, Alumni UK networking receptions, university visits,
school visits, Agents and Counsellors engagement sessions, Alumni Awards, Career Fairs and

Alumni UK Professional development courses.
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2.2 The purpose and scope of this RFP and supporting documents is to explain in further detail
the requirements of the British Council and the process for submitting a proposal in response to this
RFP (“Proposal”).

3 Proposal Conditions and Contractual Requirements

This section of the RFP sets out the British Council’s contracting requirements, general policy
requirements, and the general conditions relating to this procurement process (“Procurement

Process”).
3.1 Contracting requirements

3.1.1 Contracting authority: the British Council which includes any other companies and

organisations that control or are controlled by the British Council from time to time (see:

http://www.britishcouncil.org/organisation/structure/status).

3.1.2 Delivery location for goods and/or services: Services will be required at Islamabad, Lahore

Karachi, Multan and Faisalabad.

3.1.3 Duration: 12 months with an option for an extension for up to an additional 12 months based

on performance.

3.1.4 Contractual terms: As_set out at Annex 1 (Terms and Condition of Contract) (“Contract”). By

submitting a Proposal, you are agreeing to be bound by the terms of this RFP and the Contract
without further negotiation or amendment. In the event that the chosen service provider is operating
as a Sole Trader or through a Personal Service Company, the British Council retain the right to issue
specific contractual terms and conditions, in order to take account of this status. If you plan to submit

a bid as a Sole Trader or Personal Service Company please contact moiz.khalid@britishcouncil.org /

https://tap.tcsapps.com/tap2/#/bc-supplier-registration by for a copy of the specific terms. Once the

Contract is awarded, there will be no changes allowed to the Contract (except in accordance with the
provisions of the Contract). Any clarification questions in relation to any aspect of this Procurement
Process and the associated documentation should be submitted in accordance with the process set
out in paragraph 12 (Clarification Requests). Only changes which relate to the correction of ambiguity
or manifest error in relation to the terms of the Contract will be considered and, if necessary, the
British Council may, when issuing its response to clarification questions, reissue Annex 1 to reflect
such changes. Any proposed amendments received from a potential supplier as part of its Proposal
shall entitle the British Council to reject that Proposal and to disqualify that potential supplier from this

Procurement Process.
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3.2 General Policy Requirements

3.2.1 By submitting a Proposal, you confirm that you will, and that you will ensure that any
consortium members and/or subcontractors will, comply with all applicable laws, codes of practice,
statutory guidance and applicable British Council policies relevant to the goods and/or services being
supplied. All relevant British Council policies that suppliers are expected to comply with can be found

on the British Council website (https://www.britishcouncil.org/organisation/transparency/policies).

3.3 General Proposal conditions (“Proposal Conditions”)

3.3.1 Application of these Proposal Conditions — In participating in this Procurement Process and/or
by submitting a Proposal it will be implied that you accept and will be bound by all the provisions of
this RFP and its Annexes. Accordingly, Proposals should be made on the basis of and strictly in
accordance with the requirements of this RFP.

3.3.2 Third party verifications — Your Proposal is submitted on the basis that you consent to the

British Council carrying out all necessary actions to verify the information that you have provided, and
the analysis of your Proposal being undertaken by one or more third parties commissioned by the
British Council for such purposes.

3.3.3 Information provided to potential suppliers — Information that is supplied as part of this

Procurement Process is supplied in good faith. The information contained in the RFP and the
supporting documents and in any related written or oral communication is believed to be correct at the
time of issue. No liability (save for fraudulent misrepresentation) is accepted for its accuracy,

adequacy or completeness and no warranty is given as such.

3.3.4 Potential suppliers to _make their own enquires — You are responsible for analysing and

reviewing all information provided to you as part of this Procurement Process and for forming your
own opinions and seeking advice as you consider appropriate. The clarification process set out in

paragraph 12 should be used for any queries in relation to this Procurement Process.

3.3.5 Amendments to the RFP — At any time prior to the Response Deadline, the British Council

may amend the RFP and if appropriate, the Response Deadline shall, at the discretion of the British

Council, be extended.

3.3.6 Compliance of Proposal — Any goods and/or services offered should be on the basis of and

strictly in accordance with the RFP (including, without limitation, any specification of the British
Council’s requirements, these Proposal Conditions and the Contract) and all other documents and

any clarifications or updates issued by the British Council as part of this Procurement Process.

3.3.7 Compliance with the terms of the Contract — The successful supplier must comply with the

Contract as set out in Annex 1 without any amendment (save as described in paragraph 3.1.4).
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3.3.8 Format of Proposal — Proposals must comprise the relevant documents as detailed by the

British Council in Annex 2 (Supplier Proposal) completed in accordance with relevant all instructions.
Any documents requested by the British Council must be completed in full. It is important that you

read the RFP carefully before completing and submitting your Proposal.

3.3.9 Madifications to Proposals once submitted — You may modify your Proposal prior to the

Response Deadline by giving written notice to the British Council. Any modification should be clear
and submitted as a completely new Proposal in accordance with Annex 2 (Supplier Proposal) and

these Proposal Conditions.

3.3.10 Disqualification — If you breach these Proposal Conditions, if there are any errors, omissions

or material adverse changes relating to any information supplied by you at any stage in this
Procurement Process, if any other circumstances set out in this RFP, and/or in any supporting
documents, entitling the British Council to reject a Proposal apply and/or if you or your appointed
advisers attempt:
e to inappropriately influence this Procurement Process or fix or set the price for goods or
services;
e to enter into an arrangement with any other party that such party shall refrain from submitting
a Proposal;
e to enter into any arrangement with any other party (other than another party that forms part of
your consortium bid or is your proposed sub-contractor) as to the prices submitted;
e to collude in any other way;
e to engage in direct or indirect bribery or canvassing by you or your appointed advisers in
relation to this Procurement Process; or
e to obtain information from any of the employees, agents or advisors of the British Council
concerning this Procurement Process (other than as set out in these Proposal Conditions) or

from another potential supplier or another Proposal,

the British Council shall be entitled to reject your Proposal in full and to disqualify you from this
Procurement Process. Subject to paragraph 3.3.1 below, by participating in this Procurement Process
you accept that the British Council shall have no liability to a disqualified potential supplier in these

circumstances.

3.3.11 Proposal costs — You are responsible for obtaining all information necessary for preparation of

your Proposal and for all costs and expenses incurred in preparation of the Proposal. Subject to the
“Liability” Tender Condition below, you accept by your participation in this Procurement Process,
including without limitation the submission of a Proposal, that you will not be entitled to claim from the
British Council any costs, expenses or liabilities that you may incur in submitting a Proposal

irrespective of whether or not your Proposal is successful.
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3.3.12 Rights to cancel or vary this Procurement Process — Nothing in this Procurement Process will

bind the British Council to enter into any contractual or other arrangement with you or any other
potential supplier. It is intended that the remainder of this Procurement Process will take place in
accordance with the provisions of this RFP, but the British Council reserves the right to terminate,
amend or vary (to include, without limitation, in relation to any timescales or deadlines) this
Procurement Process by notice in writing. Subject to the “Liability” Tender Condition below, the British

will have no liability for any losses, costs or expenses you incur as a result of such actions.

3.3.13 Consortium Members and sub-contractors — It is your responsibility to ensure that any staff,

consortium members, sub-contractors and advisers abide by these Proposal Conditions and the

requirements of this RFP.

3.3.14 Liability — Nothing in these Proposal Conditions is intended to exclude or limit the liability of the
British Council in relation to fraud or in other circumstances where the British Council’s liability may

not be limited under any applicable law.
4 Confidentiality and Information Governance

4.1  All information supplied to you by the British Council, including this RFP and all other
documents relating to this Procurement Process, either in writing or orally, must be treated in
confidence and not disclosed to any third party (save to your professional advisers, consortium
members and/or sub-contractors strictly for the purposes only of helping you to participate in this
Procurement Process and/or prepare your Proposal) unless the information is already in the public

domain or is required to be disclosed under any applicable laws.

4.2 You shall not disclose, copy or reproduce any of the information supplied to you as part of this
Procurement Process other than for the purposes of preparing and submitting a Proposal. There must
be no publicity by you regarding the Procurement Process or the future award of any contract unless

the British Council has given express written consent to the relevant communication.

4.3 The British Council reserves the right to disclose all documents relating to this Procurement
Process, including without limitation your Proposal, to any employee, third party agent, adviser or
other third party involved in the Procurement Process in support of, and/or in collaboration with, the
British Council. The British Council further reserves the right to publish the Contract once awarded
and/or disclose information in connection with supplier performance under the Contract in accordance
with any public sector transparency policies (as referred to below). By participating in this
Procurement Process, you agree to such disclosure and/or publication by the British Council in

accordance with such rights reserved by it under this paragraph.
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4.4 The Freedom of Information Act 2000 (“FOIA”), EU General Data Protection Regulation
(GDPR) 2015, the Environmental Information Regulations 2004 (“EIR”), and public sector

transparency policies apply to the British Council (together the “Disclosure Obligations”).

4.5 You should be aware of the British Council’'s obligations and responsibilities under the
Disclosure Obligations to disclose information held by the British Council. Information provided by you
in connection with this Procurement Process, or with any contract that may be awarded as a result of
this exercise, may therefore have to be disclosed by the British Council under the Disclosure
Obligations, unless the British Council decides that one of the statutory exemptions under the FOIA or

the EIR applies.
5 Proposal Validity

5.1 Your Proposal must remain open for acceptance by the British Council for a period of sixty
days from the Response Deadline. A Proposal not valid for this period may be rejected by the British

Council.
6 Payment and Invoicing

6.1 The British Council will pay correctly addressed and undisputed invoices within 30 days in
accordance with the requirements of the Contract. Suppliers to the British Council must ensure
comparable payment provisions apply to the payment of their sub-contractors and the sub-contractors
of their sub-contractors. General requirements for an invoice for the British Council include:

e A description of the good/services supplied is included.

e The British Council Purchase Order number is included.

e ltis sent electronically via email in PDF format to haroon.rashid@britishcouncil.org.pk

7 Specification

The British Council would like to request a quotation for Giveaways Plus Branded Stationery for a
series of Engagements/Information sessions organised for Students, Agents and UK Alumni

organised by Higher Education Mobility across major cities of Pakistan.
Dates for the events: From 15 June 2025 till 31 March 2026

These in-person sessions and participation in external exhibitions will be delivered between June
2025 till March 2026 across different cities of Pakistan and will focus on the professional and skill

development of students, Counsellors/Agents and UK Alumni.
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ITEM Specification Quantity Sample Picture
Corporate Box — PREMIUM

» Background Colour: White

* Top/bottom style — Magnetic 63 in total

Corporate Box —
Premium with
following inside:

« British Council Study UK GREAT, Alumni UK or
Commonwealth Branding

» THREE different Artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

CLOSED
(Sample: Content
and size will vary)

* Islamabad — 15

Travel Passport
Wallet
(Genuine Leather)

« Karachi — 14
* Lahore — 34
INSIDE

(Sample: Content and
size will vary)

» Passport Wallet — Leather
* Color: Dark Brown

Materials and Features

» Crafted with premium quality leather

« Silver magnetic button opening

* 4 multi-functional cards storing slots, 2 middle slots, 2
side-inner large compartments, 1 spacious open main
compartment, 1 compact side slot.

Dimensions
» Width: 25mm, Height: 200mm, Depth: 105mm, Gross
Weight (g): 200

* Laser Engraving or Debossing (Heat Pressing /
Stamping): British Council Study UK GREAT Branding.
Artwork will be provided with especial attention to
Organisational Logos and Fonts

Inside Corporate Box

Corporate Pen

* Colour: Black
* Make: Metallic

* British Council Study UK GREAT, Alumni UK or
Commonwealth Branding

* THREE different Artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

Inside Corporate Box
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USB Stick

* Colour: Black/Gery
* Make: Metallic preferred
» Capacity: 64 GB

* British Council Study UK GREAT Branding — Front and
back

» Artwork will be provided with especial attention to
Organisational Logos, Colours and Fonts

Inside Corporate Box

Notebook

+ Colour: British Council Red

* Outer: Soft Vegan Leatherette Cover — Textured
» Sewn binding with corporate logo

* Size: A6 — Approx (3.5in x 6.8in)

« Outer — Front and back Printing: 2 color screen printing on

front and back (logo will be shared)

* Inserts: Around 100 leaves (200 Pages) 90 gsm — VRG
Paper with 01 color offset printing (no org name or logo
inside of Diary)

* British Council Study UK GREAT Branding
« Artwork will be provided with especial attention to
Organisational Logos, Colours and Fonts

Inside Corporate Box

Tote Bag — As per
size of Corporate Box
— Premium

» 80gsm Non-Woven PP fabric with 4
colour offset printing on both sides

* British Council Study UK GREAT Branding

63 in total

¢ Islamabad — 15

* Artwork will be provided with especial attention to » Karachi — 14

Organisational Logos, Colours and Fonts * Lahore — 34
Corporate Box — REGULAR

» Background Colour: White 546 in total

Corporate Box with
following inside:

* Top/bottom style — Magnetic

* British Council Study UK GREAT, Alumni UK or
Commonwealth Branding

» THREE different Artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

* Faisalabad — 86
* Islamabad — 104
« Karachi — 124
* Lahore — 232

CLOSED
(Sample: Content,
Branding and size
will vary)

INSIDE

(Sample: Content,
Branding and size will
vary)

Flask — Coffee Cup

* Colour: Black

» With thermal display at the top

* Make: Stainless Steel — Plastic Top
* 300ml Vacuum Cup

* Size: 21.5 x 6.5 cm (approx.)

* British Council Study UK GREAT Branding
* Artwork will be provided with especial attention to
Organisational Logos, Colours and Fonts

Inside Corporate Box
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Corporate Pen

* Colour: Black
* Make: Metallic

* British Council Study UK GREAT, Alumni UK or
Commonwealth Branding

» THREE different Artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

Inside Corporate Box

Notebook

+ Colour: British Council Red

* Outer: Soft Vegan Leatherette Cover — Textured

» Sewn binding with corporate logo

* Size: A6 — Approx (3.5in x 6.8in)

« Outer — Front and back Printing: 2 color screen printing on
front and back (logo will be shared)

* Inserts: Around 100 leaves (200 Pages) 90 gsm — VRG
Paper with 01 color offset printing (no org name or logo
inside of Diary)

* British Council Study UK GREAT Branding
« Artwork will be provided with especial attention to
Organisational Logos, Colours and Fonts

Inside Corporate Box

Tote Bag — As per
size of Corporate Box

» 80gsm Non-Woven PP fabric with 4
colour offset printing

* British Council Study UK GREAT, Alumni UK or
Commonwealth Branding

» THREE different Artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

546 in total

» Faisalabad — 86
¢ |slamabad — 104
» Karachi — 124
* Lahore — 232

Thermal Water

* Colour: British Council Red
* Size : 500 ml
* Height: 24.5 cm, Width: 6.5 cm

* Quality : 100% Stainless Steel. Air-Vacuum Technology
with Leaf and Herb Strainer

865 in total

 Faisalabad — 55

|

Bottle . . * |Islamabad — 200
Package Contain: LED Temperature Display Water Bottle | Karachi — 200
i . . » Lahore — 410
« British Council Study UK GREAT, Alumni UK or o . ’
Commonwealth Branding ) > ’ 9
» THREE different Artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts
* Size: A4, Grammage: 100 3,375 in total
* British Council GREAT, Alumni UK or Commonwealth
Certificate Branding * Faisalabad — 400 Not applicable

» THREE different artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

* Islamabad — 600
« Karachi — 800
¢ Lahore — 1,475

Framed Certificate

* Size: A4, Grammage: 100
* British Council GREAT, Alumni UK or Commonwealth
Branding

» THREE different artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

» Frame Material: High-quality synthetic wood (MDF) with

94 in total

* Faisalabad — 08
* Islamabad — 20
» Karachi — 20
* Lahore — 46
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finish options (Glossy, Matte, Satin)
* Frame Colour: Black or British Council Red

* Glass Type: Crystal-clear glass or non-reflective (anti-
glare) acrylic for safer shipping

 Backing: Sturdy MDF backing board with secure mounting
clips

Shield

Wooden with approximately 6.75"x6.75" printable area
with SQUARE SHAPE

« British Council GREAT, Alumni UK or Commonwealth
Branding

* THREE different artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

20 in total

* Islamabad — 06
« Karachi — 05
* Lahore — 09

Shield — Alumni
Awards

* Size:

Height: 08 to 12 inches - Can be different as per event
requirement

Width: 04 to 05 inches - Can be different as per event
requirement

* Base:

Material: Solid wood (options: walnut, wood)

Finish: Polished matte or gloss finish

Color: Natural wood tone

Thickness: As per to provide stability

Engraving Plate:

Metal plate (gold/silver/brushed aluminum) affixed to the
base with engraved text

* Shield / Front Panel:

Material: Clear or frosted tempered glass or high-grade
acrylic (for lightweight option)

Thickness: 6-10 mm (tempered glass or acrylic)

Shape: Traditional shield, round-edged plaque

Mounting: Securely fixed onto the wooden base using high-
grade fasteners or concealed studs

* Study UK Alumni Awards artwork will be provided with
especial attention to Organisational Logos, Colours and
Fonts

04 in total

* Lahore — 04

Lanyard with Jacket

Lanyard:
» Material: Polyester/Nylon

» Width: 22mm

* Length: Standard 90cm

* Printing: Silk Screen Printing/Dye Sublimation Printing
* Clip: Metal Lobster Claw

« British Council GREAT, Alumni UK or Commonwealth
Branding

» THREE different artworks will be provided with especial
attention to Organisational Logos, Colours and Fonts

Card Jacket:
Material: PVC (Polyvinyl chloride) — Transparent
Size: Standard size -9 cm x 7 cm

1,140 in total

« Faisalabad — 100
* |slamabad — 265
« Karachi — 220
 Lahore — 555
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STATIONERY

Specification

» With 2 to 3 colour screen printing
« British Council GREAT, Alumni UK
or Commonwealth Branding

Quantity

2,400 in total

Sample Picture

Plastic Pen - THREE different artworks will be | | - 2ioa1abad ~ 200
provided with especial attention to X
o » Karachi — 800
Organisational Logos, Colours and
* Lahore — 700
Fonts
* Size: A5
* Double Loop Wire bound Notebook
Title 300 gsm art card with 4 colour
offset printing and matt lamination.
* Inserts: 50 leaves (100 pages) 80 2,400 in total
gsm imported.
Notebook + Faisalabad — 200

* VRG paper with 1 colour offset
printing

« British Council GREAT, Alumni UK
or Commonwealth Branding

* THREE different artworks will be
provided with especial attention to
Organisational Logos, Colours and
Fonts

* Islamabad — 700
» Karachi — 800
* Lahore — 700

Tote Bag — Around

» 80gsm Non-Woven PP fabric with 4
colour offset printing

« British Council GREAT, Alumni UK
or Commonwealth Branding

2,400 in total

* Faisalabad — 200

A4 in size » THREE different artworks will be * Islamabad — 700
provided with especial attention to + Karachi — 800
Organisational Logos, Colours and * Lahore — 700
Fonts

Please Note:

As described under ‘Quantities’ above, there are multiple cities where delivery shall be requested in accordance the with number of items
mentioned under Giveaways and Stationery. For making the delivery of items mentioned, it is required to follow the schedule below — Detailed
Delivery Schedule will be shared with the finalised vendor. Dates are subjected to slight changes (Years 2025, Jan, Feb, Mar 2026):

Karachi — Starting in June, dates will also be in July, Aug, Sep, Dec and Feb
Islamabad — Starting in June, dates will also be in July, Aug, Sep, Nov, Dec and Feb
Lahore — Starting in June, dates will also be in Aug, Sep, Oct, Dec and Feb

Faisalabad — Starting in July, dates will also be in Oct, Nov

Samples to be delivered by 12 May 2025 to:

Haroon Rashid (Mobile: 0331 506 1079)

House # 869 Street # 48, Phase 02, Bahria Town, Islamabad, Pakistan

Events/delivery dates are subjected to change and any changes will be communicated to the

vendor well in time. Address and contact details of PoC — British Council for delivery will also

be shared with the vendor closer to date of delivery.

RFP - RN96EDU42025 - Giveaways Plus
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8 Mandatory Requirements / Constraints

8.1 As part of your Proposal, you must confirm that you meet the mandatory requirements /
constraints, if any, as set out in the British Council’s specification forming part of this RFP. Failure to
comply with any mandatory requirements or constraints shall entitle the British Council to reject a

Proposal.
9 Key background documents

9.1 Further relevant background documents / information may be provided to potential suppliers
as an Annex to this RFP and/or by way of the issue of additional documents / links to additional

information / documents. Please view list of Annexes at the end of this document.
10 Timescales

10.1 Subject to any changes notified to potential suppliers by the British Council in accordance with
the Proposal Conditions, the intended timescales applicable to this Procurement Process are:

Activity Date / time

RFP Issued to bidding suppliers 01 May 2025
Deadline for clarification questions (Clarification Deadline) 07 May 2025
British Council to respond to clarification questions 09 May 2025

Deadline for submission of Proposals by potential suppliers | 15 May 2025

(Response Deadline)

Final Decision TBC

Contract concluded with winning supplier TBC

Contract start date TBC
11 Instructions for Responding

11.1 The documents that must be submitted to form your Proposal are listed at Part 2 (Submission
Checklist) of Annex 2 (Supplier Proposal) to this RFP. All documents required as part of your
Proposal should be submitted to moiz.khalid@britishcouncil.org / https://tap.tcsapps.com/tap2/#/bc-

supplier-registration by the Response Deadline, as set out in the Timescales section of this RFP.

11.2 The following requirements should be complied with when submitting your Proposal in response
to this RFP:
o Please ensure that you send your submission in good time to prevent issues with technology —
late Proposals may be rejected by the British Council.
e Do not submit any additional supporting documentation with your Proposal except where

specifically requested to do so. PDF, JPG, PPT, Word and Excel formats can be used for any
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additional supporting documentation (other formats should not be used without the prior
written approval of the British Council).

e All attachments/supporting documentation should be provided separately to your main
Proposal document, clearly labelled and cross-referenced to the Proposal as relevant.

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

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

o Where supporting evidence is requested as ‘or equivalent’ you must demonstrate such
equivalence as part of your Proposal.

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

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

e Your Proposal to the RFP requirements and pricing will be incorporated into the Contract, as

appropriate.
12 Clarification Requests

12.1 All clarification requests should be submitted to moiz.khalid@britishocunil.org /

https://tap.tcsapps.com/tap2/#/bc-supplier-registration 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 and will response if the question is appropriate and received before the Clarification

Deadline.

12.2 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.

12.3 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.

12.4 The British Council may at any time request further information from potential suppliers to
verify or clarify any aspects of their Proposal or other information they may have provided. Should you

not provide supplementary information or clarifications to the British Council by any deadline notified
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to you, your Proposal may be rejected in full and you may be disqualified from this Procurement

Process.
13 Evaluation Criteria
13.1 You will have your Proposal evaluated as set out below:

Stage 1. Proposals will be checked to ensure that they have been completed correctly and all
necessary information has been provided. responses correctly completed with all relevant
information being provided and all mandatory requirements as outlined in Section 8 met will proceed
to Stage 2. Any Proposal not correctly completed in accordance with the requirements of this RFP
and/or containing omissions may be rejected at this point. Where a Proposal is rejected at this point it

will automatically be disqualified and will not be further evaluated.

l

Stage 2: If a bidder succeeds in passing Stages 1 of the evaluation, then it will have its Proposal
evaluated in accordance with the evaluation methodology set out below.

13.2 Award Criteria — Responses from potential suppliers will be assessed to determine the most
economically advantages proposal using the following criteria and weightings and will be assessed
entirely on your response submitted:

Criteria Weighting
Quiality and Sampling 30%
Delivery and Timelines 20%
Commercial 50%

13.3 Scoring Model — Proposals will be subject to an initial review at the start of Stage 2 of the

evaluation process. Any Proposals not meeting mandatory requirements or constraints (if any) will be
rejected in full at this point and will not be assessed or scored further. Proposals 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
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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.

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.

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.

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.

Unacceptable — The response is non-compliant with the requirements of the RFP

and/or no response has been provided.

13.4 Commercial Evaluation — Your “Overall Price” (as calculated in accordance with requirements
of Annex 3 (Pricing Approach) for the goods and/or services will be evaluated by the evaluation panel
for the purposes of the commercial evaluation, further information on this approach may be available
in Annex 3. In the event that any prices are expressed as being subject to any pricing assumptions,
gualifications or indexation not provided for by the British Council as part of the pricing approach, the
British Council may reject the full Proposal at this point. The British Council may also reject any
Proposal 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 procurement rules. A maximum
offer score of 10 will be awarded to the Proposal offering the lowest “Overall Price”. Other Proposals

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.
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13.5 Moderation _and application of weightings — The evaluation panel appointed for this

Procurement Process will meet to agree and moderate scores for each award criteria. Final scores in
terms of a percentage of the overall Proposal 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.

13.6 The Winning Proposal(s) - The winning Proposal shall be the Proposal 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)] obtained by the Authority relating to any self-certification or other requirements referred

to at any time in this Procurement Process.

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

Annex 1 -Terms and Conditions of Contract
Annex 2 — Supplier Proposal

Annex 3 — Pricing Approach

RFP - RN96EDU42025 - Giveaways Plus 16
Branded Stationery - HEM Series of Events



