

[bookmark: _Hlk141707234][image: ]

UK Humanitarian Innovation Hub 
Adaptive Learning for Humanitarian Impact: 
Harnessing Real-Time Tacit Knowledge
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[bookmark: _Toc181281676][bookmark: _Hlk166057065]I: SERVICES DESCRIPTION 
[bookmark: _Toc27995977][bookmark: _Hlk166057139]1. Summary
We are looking for a provider to lead a learning and development initiative titled Adaptive Learning for Humanitarian Impact: Harnessing Real-Time Tacit Knowledge. This initiative will explore "Unplanned Spontaneous Learning," drawing on tacit knowledge through flexible, reactive learning spaces to enhance both organisational capacity strengthening and cross-sector learning. The successful provider will help humanitarian actors apply real-time learning methods in new and emerging crisis responses, with insights captured in practical resources to support sector-wide learning.
2. Background
2.1 UK Humanitarian Innovation Hub Overview
Founded in 2020 and hosted by Elrha, the UK Humanitarian Innovation Hub (UKHIH) works to tackle complex humanitarian challenges through research and innovation, funded by the UK Foreign, Commonwealth & Development Office (FCDO). UKHIH unites crisis-affected communities, humanitarian organisations, and technical experts from diverse fields, both in the UK and globally, to create relevant, impactful solutions.
The hub focuses on three main areas:
· Real-Time Research and Learning: Providing targeted support in crisis settings to tackle immediate challenges and lay the groundwork for improved responses in future crises.
· Systems Innovation Partnerships (SIPs): These partnerships drive multi-year collaborations to address systemic challenges and foster cohesion across the humanitarian sector.
· Connecting the Humanitarian Sector: Fostering problem-driven collaboration, UKHIH connects humanitarian responders who have direct crisis experience with technical experts to tackle critical, sector-wide challenges.
2.2 Initiative Background and Rationale
Humanitarian organisations are increasingly committed to learning, yet there are still gaps between evaluators, researchers, and frontline actors applying that knowledge in the field. As a result, organisations miss opportunities to address urgent needs and strengthen responses across the sector. While challenging, new crises present an opportunity to learn and innovate in ways that inform and build stronger responses for the future.
In a joint study, UKHIH and ALNAP explored how humanitarian learning can become more agile, defining it as:
“Humanitarian organisations using information and experience to actively apply learnings, to create and inform opportunities for change and strengthened humanitarian action.”
The study identified two main types of learning that support this approach:

· Planned Intentional Learning: Organised and structured learning processes that rely on organisational networks, documented evidence, evaluative practices, and professional data. Examples include:
· Internal expertise and evaluations
· Engagement with professional networks
· External databases, analytics, and research
· Unplanned Spontaneous Learning: Informal, on-the-spot knowledge sharing,  often involving tacit knowledge[footnoteRef:2], is harder to identify and document but highly influential and adaptable in real time. This includes: [2:  ‘Tacit knowledge’ is defined as knowledge that is difficult to communicate, but is gained and rooted in experience, context and practice. ] 

· In-house expertise shared across roles
· Peer learning spaces and informal exchanges
· Insights from consultants, independent analysts, or sector-wide forums
· Real-time information via social media platforms like WhatsApp or X (formerly Twitter)
Unplanned learning, which relies heavily on tacit knowledge, provides essential insights that help humanitarian actors adapt quickly in response to changing conditions. Capturing these insights effectively enables more agile decision-making and better responses in crises.
2.3 Key Learning Challenges
Although the potential for learning in the humanitarian sector is high, challenges persist, including:
1. Organisational Challenges
· Difficulty embedding a culture of learning within organisations
· Slow uptake of frontline evidence and recommendations, meaning valuable insights are not always applied
2. Sectoral Challenges
· Limited access to learning spaces for local and national actors
· Few cohesive structures to enable collaborative learning across organisations
· Competitive environments and political dynamics that can hinder open knowledge sharing
This initiative aims to bridge these learning gaps in humanitarian organizational learning by focusing on unplanned learning approaches. Specifically, it seeks to:
· Facilitate real-time learning exchanges to support immediate response efforts
· Encourage cross-sector learning by involving diverse actors actively working in humanitarian contexts
· Develop adaptable, strategic resources that can help strengthen learning practices across the sector
This Adaptive Learning for Humanitarian Impact: Harnessing Real-Time Tacit Knowledge project is designed to help humanitarian actors make the most of unplanned spontaneous learning, using tacit knowledge to support more agile and informed responses during crises.

2.4 Aim, Objectives, Deliverables, and Activities
Aim: To identify and use tacit knowledge pathways in humanitarian organisations to create adaptable, real-time learning opportunities and wider learning in the sector to promotes capacity strengthening, innovation, and more informed responses in new and emerging crises.
Objectives:
The initiative has three main objectives:
1. Facilitate Real-Time Learning Exchanges: Lead tailored, interactive workshops that support real-time knowledge sharing, adaptability, and tacit learning in humanitarian organisations.
2. Identify and Overcome Learning Barriers: Facilitate workshops and exchanges that help organisations pinpoint specific barriers to learning (such as cultural or operational challenges) and collaboratively explore ways to address them.
3. Identify and Share Learning Insights: Document successful strategies and insights to overcome barriers, creating adaptable approaches, processes and/or resources that can guide other humanitarian organisations.
Deliverables and Activities:
The initiative will proceed through a structured series of work packages, each designed to support real-time learning exchanges, cross-sector collaboration, and identifying strategic insights for broader application.
	Work Package
	Activity
	Output

	1. Real-Time Learning Workshop Design
	Design two types of participatory workshops: one tailored for in-house knowledge sharing within single organisations, and another for facilitating real-time learning exchanges across a group or network of actors. These workshops will focus on sharing tacit knowledge and adaptable practices relevant to humanitarian challenges.
	Workshop materials and facilitation guides for two formats (in-house and networked), finalised by 15 January 2025.

	2. Facilitate Real-Time Learning Exchanges (In-House Workshops)
	Conduct in-house participatory workshops with 5-10 humanitarian actors to foster direct knowledge sharing, enhancing real-time responsiveness and adaptability.
	In-house workshops conducted with 5-10 participating actors; post-workshop summary report completed by 31 January 2025.

	3. Facilitate Real-Time Learning Exchanges Across a Group of Actors
	Enable dynamic real-time learning exchanges across a network of 3-5 humanitarian actors, supporting knowledge sharing and collaboration at multiple levels.
	One networked workshop with 3-5 actors completed, with supportive resources produced by 10 February 2025.

	4. Key Learning Report, Case Studies, and Practical Resources
	Document key insights, identified learning barriers, and strategies for overcoming them from the workshops and learning exchanges. Validate new resources with participating actors to ensure practical relevance. Compile these into case studies and a practical guide for sector-wide application.
	Final Key Learning Report, including two case studies, a guide on overcoming learning barriers / adopting tacit learning opportunities, and supporting practical resources, validated by participating actors and completed by 20 February 2025.

	5. Communications and Dissemination
	Develop content to promote and socialise the new real-time learning methodology and supplementary resources. This includes creating promotional materials, social media content, and engaging storytelling to highlight the value and impact of these resources.
	Communication materials (including two social media posts and a dissemination plan) finalised and ready for launch by 28 February 2025.


2.5 Vision for Facilitated Workshops
The facilitated workshops will offer two distinct formats—in-house workshops tailored to individual organisations and networked workshops involving multiple actors. Both formats are designed to help participants leverage their existing resources, networks, and support systems to strengthen organisational learning, while also identifying and addressing barriers to effective and timely learning.
Each type of workshop will support actors in the following ways:
· In-House Workshops: These sessions will be customised to each organisation’s unique needs and existing structures. Participants will examine their own organisational processes, identifying where they support learning and where barriers may exist. Through structured, hands-on exercises, participants will collaboratively explore solutions to these challenges, mapping current and potential learning pathways, streamlining information flow, and reinforcing feedback mechanisms. This format allows actors to focus deeply on their specific context, enhancing learning practices within their own teams.
· Networked Workshops for Multiple Actors: These sessions will bring together actors from different organisations to facilitate cross-sector learning and broaden knowledge-sharing networks. Participants will explore collaborative strategies for overcoming common learning barriers across various organisational contexts, including those related to localisation, decolonisation, and organisational culture. By connecting actors from diverse settings, these workshops will foster shared insights, enabling participants to learn from multiple approaches and apply successful and appropriate strategies within their own operations.
Throughout both formats, the workshops will capture key insights and strategies for overcoming learning barriers, contributing to a set of practical resources that can be shared with the broader humanitarian sector.
2.6 Context for Initiative
To be effective, the Adaptive Learning for Humanitarian Impact project is best delivered in a context that supports real-time, collaborative learning and where adaptive practices can be tested and refined. Key factors include:
· Active Humanitarian Response Setting: Ideally, the project will take place in an area currently experiencing a humanitarian crisis. This enables direct insights into learning needs and grounds tools in practical, real-time applications.
· Engaged Humanitarian Organisations: The initiative should be implemented where local and international humanitarian actors are actively involved in response work. This setting supports the exchange of tacit knowledge and fosters a collaborative environment for refining real-time learning methods.
· Diverse Organisational Landscape & Resources: A context that includes both large organisations and smaller, local groups offers with varying available resources to support learning, would offer a well-rounded environment for testing learning practices adaptable among different of humanitarian organisations and actors.
While we have a preference for this initiative to be implemented in Bangladesh in tandem with the launch of a Humanitarian Rapid Response Initiative report, we remain open to other humanitarian contexts where similar conditions for learning and collaborative engagement can be met. Bangladesh provides a unique environment with an active humanitarian response and diverse organisational actors, making it a strong setting for real-time learning. However, proposals for other settings will also be considered if they can demonstrate comparable opportunities for adaptive and impactful learning.
2.7 Key Stakeholders
· Humanitarian Practitioners and Organisations: This group includes INGOs, NGOs, and frontline workers who bring practical, on-the-ground experience. Their involvement will shape the development of adaptable resources to enhance real-time learning practices across organisations.
· Technical Partners (ALNAP and UKHIH): As technical partners, ALNAP and UKHIH will support the development of approaches and the learning that emerges from this work. Leveraging their expertise in humanitarian learning and sector-wide engagement, they will guide the methodology to ensure alignment with sector standards. Additionally, they will contribute towards promoting and raising awareness of the initiative to relevant stakeholders. This effort will maximise visibility and encourage adoption of the real-time learning approaches within the humanitarian community, complementing broader efforts to advance sector-wide learning practices.
2.8 Timescale
The Adaptive Learning for Humanitarian Impact initiative will begin in December 2024 and conclude by the end of February 2025. Here’s a proposed timeline based on the project’s objectives and deliverables:
	Stage
	Key Activities
	Timeline

	Stage 1: Project Initiation
	Finalise scope with stakeholders; prepare for learning activities.
	December 2024

	Stage 2: Workshop Design
	Design in-house and networked workshops focused on real-time learning exchanges.
	December 2024 - January 2025

	Stage 3: Facilitate Real-Time Learning Exchanges
	Lead workshops to support direct and cross-sector learning among participating actors.
	January 2025

	Stage 4: Resource Development
	Compile Key Learning Report, case studies, and practical resources based on workshop findings.
	January - February 2025

	Stage 5: Finalisation and Dissemination
	Finalise materials and coordinate dissemination with stakeholders to ensure wide reach and adoption.
	End of February 2025



3 [bookmark: _Toc181281679]WAYS OF WORKING
UKHIH requires the successful Service Provider to adopt an agile and collaborative approach to working with UKHIH and remain accessible to UKHIH and its learning partner throughout delivery. This will include:
· Building in points for regular discussion and having meetings at key decision points to clarify objectives and share initial insights, or intermediary and final deliverables.
· Having clear and transparent work processes.
· Working in an agile way, sharing insights with UKHIH and together deciding on priorities and next steps.
The successful provider shall transfer all documentation and findings to UKHIH in a professional and timely manner.
[bookmark: _Toc181281680]
II: REQUIREMENTS AND EVALUATION 
4 [bookmark: _Toc181281681]REQUIREMENTS 
[bookmark: _Toc145082427][bookmark: _Toc145082426]Proposals will be evaluated against the Requirements described below. They must provide direct, clear and concise evidence of the bidder’s understanding of and ability to deliver the Services and to meet the Requirements. All requirements apply to bids for all Lots, unless otherwise indicated.    
The service provider(s), including the implementing partners in a consortium, must be legally registered with a relevant institution. This registration can be in any country in the world.
There are no restrictions to the legal status of the service provider(s), and any type of organisation (e.g. private sector, non-for profit, academic institutions etc.) are welcome to submit their interest. 
Given the scope and objectives of this work, we would encourage lead agencies registered in crisis-affected areas or in Lower- and Middle-Income Countries (LMIC) to apply for this opportunity. However, we would also encourage international agencies with local capacity and partnerships to also apply. 

4.1 Technical requirements 
[bookmark: _Toc145082425]Proposals for the Adaptive Learning for Humanitarian Impact: Harnessing Real-Time Tacit Knowledge will be evaluated against the following technical specifications, demonstrating capability in humanitarian learning, real-time knowledge sharing, and sector-wide resource development.
1. Expertise in Humanitarian Learning and Development
· Minimum of 5 years’ experience in designing and implementing learning initiatives within humanitarian or crisis-response settings.
· Proven expertise in capturing and disseminating tacit knowledge, particularly in dynamic, adaptive learning environments.
· Track record of facilitating workshops focused on organisational capacity building and cross-sector learning exchange in humanitarian contexts.
2. Strong Facilitation and Stakeholder Engagement Skills

· Ability to design and conduct participatory workshops tailored to both in-house and networked organisational settings, enabling real-time learning and spontaneous knowledge exchange.
· Demonstrated proficiency in engaging diverse stakeholders from varied cultural and organisational backgrounds, creating inclusive and adaptable learning environments.
· Capacity to develop learning frameworks that are accessible and practical for local, national, and international actors in humanitarian work.
3. Analytical and Resource Development Skills
· Experience in identifying learning barriers and developing evidence-based, practical strategies for overcoming these challenges in organisational contexts.
· Ability to capture and translate insights from workshops into high-quality, actionable resources (e.g., case studies, learning reports, guides) that can be adapted and applied across the humanitarian sector.
· Commitment to validating resources with participating stakeholders to ensure relevance, accuracy, and practical utility.
4. Sector-Wide Knowledge Sharing and Dissemination Capabilities
· Demonstrated experience producing resources that contribute to knowledge sharing across the humanitarian sector, with an emphasis on adaptability and impact.
· Proficiency in developing promotional and awareness-raising content, including social media materials, to support the widespread adoption of new learning methodologies.
· Capability to collaborate with UKHIH and ALNAP in the promotion and dissemination of resources, ensuring alignment with broader sectoral learning goals.
5. Contextual Awareness and Commitment to Inclusive Learning
· Demonstrated ability to work effectively in diverse humanitarian contexts, with sensitivity to the cultural, social, and political nuances that impact learning.
· Commitment to localisation and decolonisation principles, ensuring local actors and communities have a meaningful role in the learning and development process.
· Proficiency in fostering learning environments that respect and elevate local insights and practices within the broader humanitarian framework.
6. Availability and Commitment to Project Timelines
· Immediate availability to begin work upon selection and commitment to completing the project within the designated timeframe (December 2024 through February 2025).
4.2 Project management requirements 
· Delivery modality 

· Submissions from either a single organisation or a consortium of organisations under the lead of a main service provider will be accepted.
· Services can be delivered through Sub-contractors. 
· Sub-contractors are not allowed to further externalise a portion of the Services, they must either deliver the work themselves or purchase specialised services (e.g. lead service provider or implementing partner ® sub-contractor ® seller). 
· If the Services are delivered with Implementing Partners and/or Sub-contractors, the organisations or individuals must be identified in the Technical Proposal, which must demonstrate:
· their specific added value to the delivery of the Services
· their clearly identified roles and responsibilities against each of the Deliverables, and how these are fit-for-purpose for the delivery of the Services
· how the Service Provider will monitor and manage their performance
· the oversight mechanisms in place to ensure Sub-contractors meet deadlines and deliverables, particularly given the short timeframe for the work
· The Proposal must also clearly describe the type(s) of relationship between the Service Provider and the Implementing Partners and/or Sub-contractors. 
· Information regarding the member of the Consortium and/or Sub-contractors shall be provided as per the form in Annex 5.  
· Please see section 12 below for the definitions of Consortium and Sub-contractor under this contract.

· Delivery structure 
The Proposal must demonstrate how the Services will be delivered in an effective manner, within the agreed period, feasibility of the approach is therefore key. The team structure must show roles and responsibilities are clearly identified and allocated against each of the Deliverables, and they are fit-for-purpose for the delivery of the Services.
If the Services are delivered through a Consortium and/or Sub-contracting, the Proposal must clearly describe how the delivery structure effectively integrates the different organisations involved in completing the Deliverables. This should include clear decision-making processes to ensure all activities are completed within the agreed timeframe. The organisational structure should ensure that local delivery partners are integrated into decision-making and implementation processes.
· Work plan 
The proposal must identify key activities and delivery paths in completing each Deliverable, and the time required. It must also clearly determine critical dependencies between activities, such as the recruitment of local partners, and timing of workshops.
· Risk management 
Relevant assumptions and risks in delivering the Services and finalising the Deliverables must be identified, together with the risk management strategies to be put in place in order to minimise their impact in the Services.   
· Organisational capacity 
Applicants must have the organisational and managerial capacity to deliver the Services in an effective and timely manner. Areas to be assessed include (this is not an exhaustive list):
· Legal registration with a relevant regulatory body
· Financial capacity and stability
· Insurance arrangements
· Experience managing contracts of a similar size and value
4.3 Costing requirements 
· Cost structure 
The cost structure for delivering the Services must demonstrate the Bidder’s knowledge of the resources (people’s time, goods, outsourced services etc.) needed to complete the Deliverables. It must also show a balanced, cost-efficient and appropriate use of those resources across the Deliverables.
The ratio between contract-specific cost versus overheads is expected to be according to the Service Provider’s industry standards, although, as a charity, Elrha strive to make the most efficient use of its financial resources. 
Costs for different Service Providers and/or Sub-contractors should be clearly defined. 
· Costing parameters 
[bookmark: _Toc392873468]All prices and rates must be set in GBP only, as the contract will be signed in this currency.
The prices and rates quoted shall be the fully inclusive value of the Services, including all costs and expenses that may be required to complete the Services, together with all general risks, liabilities and obligations, set out or implied, necessary to comply with the terms and conditions of the contract.
UK-registered bidders shall not display VAT costs in the quoted prices and rates. If VAT is displayed, bidders must clearly indicate the pre-VAT costs of each of the Services and itemise VAT separately.
Non-UK registered bidders shall include in their quoted prices and rates all taxes they are subject to under their country of registration. 
The maximum budget available for the work is £40,000 exclusive of VAT.  As part of the Bid evaluation, and without prejudice of all other elements described in this Part II, particular consideration will be given to the cost structure and unit costs, as well as quality of Services and value added to the offered Technical Proposal. 
· Pro bono and other non-financial contributions 
Elrha is committed to maximise its financial resources, so that more funding can be spent on programmes that benefit people affected by crises. 
Providing any element of the service on a pro bono basis, offering a cost reduction and/or service enhancement, or any other charitable support to Elrha the organisation, will be assessed favourably. However, this is not a requirement and therefore it will not be marked as part of the proposal evaluation. It might thought be taken into consideration when making the contract award decision. 
[bookmark: _Toc145082430]If the Bidder is offering such charitable support, this must be clearly set out the Proposal. 

5 [bookmark: _Toc181281682]EVALUATION CRITERIA
[bookmark: _Hlk166690055]Elrha is committed to ensuring its financial resources are used as effectively and efficiently as possible, so that it can focus them on achieving maximum impact for the humanitarian actors and they communities affected by crisis they serve. Proposals will therefore be evaluated against the Requirements described above and under the criteria set out below.
Bidders must provide information that demonstrates and supports their understanding of, and ability to meet, the Services and Requirements contained within this document.
5.1 [bookmark: _Hlk166690167]Evaluation grid 
Proposals will be scored by a cross functional evaluation panel. All members of the panel will evaluate the information provided according to the following grid:

	Criteria
	Weighting

	Technical capabilities
	70%

	Project management capabilities
	20%

	Costing analysis
	10%


[bookmark: _Toc392873405][bookmark: _Toc104966067][bookmark: _Toc133329121][bookmark: _Toc143072345]
5.2 [bookmark: _Hlk166690201]Proposal Evaluation 
· Technical and Project Management Capabilities
[bookmark: _Toc392873406]In evaluating the Technical and Project Management element of the Proposals, each criterion defined above will be evaluated against the relevant Requirement. They will be marked based on the level for which the requirement is met, as demonstrated in the Proposal and in accordance with the following table:

	Score
	Guidelines

	0 Points
	Wholly unsatisfactory – fails to meet the requirement or not answered.

	1 Point
	Poor – only partially meets specified requirements.

	2 Points
	Satisfactory – meets specified requirements in full.

	3 Points
	Good – exceeds the specified requirements and provides significant added value to Elrha.



· Costing proposal 
The cost evaluation will consider both the proposed cost structure to deliver the Service for the duration of the contract and across the Deliverable, as well as unit costs and total costs.
The costing proposal will be scored from 0 to 3 points based on the Bidder demonstrating they have understood the resources needed for the completion of each Deliverable, as well as good value for money. The table below provides examples of elements to be considered during this evaluation, but the list is not exhaustive and other considerations might be taken into account:

	Score
	Guidance

	0 Points
	Wholly unsatisfactory – not all Deliverables have been costed; template has not been followed or fully completed; overhead ratio is significantly higher than the one in the next highest bid; highest unit costs; highest total value.

	1 Point
	Poor – only partially meets expectations in their understanding of the resources needed for the completion of the Services; overhead ratio higher than average*, by more than 5%; higher than average unit costs; higher than average total value.

	2 Points
	Satisfactory – meets expectations in their understanding of the resources needed for the completion of the Services; overhead ratio within 5% range average*; average unit cost; average total value.

	3 Points
	Good – exceeds expectations in their understanding of the resources needed for the completion of the Services (e.g. provides additional relevant costing analysis); overhead ratio average, by more than 5%; lower than average unit cost; lower than average total value 


* ‘Average’ in this table refers to the average across the relevant cost presented by the other bids.
[bookmark: _Toc368426906][bookmark: _Toc339287874][bookmark: _Toc175106678][bookmark: _Toc392873403][bookmark: _Toc104966063][bookmark: _Toc133329119][bookmark: _Toc143072343]Elrha Not Bound 
Elrha will award the contract based on obtaining the best value for money, having regard to the evaluation criteria set above, for all technical, project management and costing elements. Elrha does not bind itself to accept the lowest priced offered among the bidders.

5.3 Shortlisting and Interview 
[bookmark: _Toc368426909][bookmark: _Toc392873410]All Proposals that have been received by the receipt deadline will be evaluated using the criteria and methodology described in this CfP document. 
Following the evaluation of all Proposal received before the deadline, bidders for the highest scored Proposals will be invited for interview. 
[bookmark: _Toc368426910][bookmark: _Toc392873411]The interview will be designed to gain a greater insight into the approach to delivering the services, assess the Service Provider’s suitability and capacity to deliver the services effectively, and to clarify any aspect of the Proposal that may require further exploration. 
Shortlisted bidders are expected to be represented by at least one senior member of staff involved in the preparation of the Proposal, and one senior member of staff who would be responsible for the execution of the Services.
[bookmark: _Toc368426912][bookmark: _Toc392873413]Format and agenda for the interview will be sent out to all shortlisted bidders in advance.

[bookmark: _Toc181281683]III: SUBMISSION INSTRUCTIONS 
The deadline for submitting proposals in response to this Call for Proposals is 23:59 UK time on Friday 22nd November 2024.
Submissions missing any of the documents listed below or received after the deadline might not be considered. 
Please submit the Technical and Cost Structure Proposals, the completed Annex 1 & 2 & 3, and any supporting documents (as relevant) (the ‘Proposal’) as per the following instructions:
· email address: information@ukhih.org with bidsandproposals@elrha.org in copy
· subject line: Call for Proposals – Adaptive Learning for Humanitarian Impact: Harnessing Real-Time Tacit Knowledge – [your organisations name]
· signed with the name and title of the person making the submission
· [bookmark: _Hlk166665203]Submissions emailed to any other Elrha OR UKHIH email address will not be considered. 
· Submissions not following the ‘subject line’ instructions might not be considered.

6 [bookmark: _Toc181281684]DOCUMENTS SUBMISSION 

6.1 [bookmark: _Hlk166665550]General instructions 
All documents shall be written in English. 
The complete Bid must be submitted in electronic format. Electronic files must be set out and named in such a way that Elrha evaluators can easily find any information.
Documents must be properly formatted to allow easy reading and understanding of its content. Documents that have not been adequately formatted might not be considered.
In order to evaluate the Bid, all required documents must be included with the submission. If any of the required documents are not submitted with the Bid, Elrha reserves to itself the right to reject it.
[bookmark: _Hlk166690430]Please follow the instructions below for the completion of the following documents that are to be part of each Proposal:  
· Schedule 1 – Proposal Template 
· Schedule 2 - Cost Structure Proposal
· Consortium Information form
 
6.2 Technical Proposal
Bidders should complete the Schedule 1 and include organisational details, contextual information, budget overview and all other relevant sections. Please submit to information@ukhih.org with bidsandproposals@elrha.org in copy by the stated submission date. 

6.3 Cost Structure Proposal 
[bookmark: _Toc392873469]Bidders must follow the Cost Structure format set in Schedule 2, submitted as an Excel file (i.e. it should not be converted to PDF). Please make sure that worksheets are properly formatted to ensure clear reading when printing. 
Inserting additional rows and/or columns to this format is only permitted when and how indicated, in which case, bidders should ensure any calculations are amended accordingly.
Additional information and/or pricing breakdowns may be added through inserted worksheets in the same document.
Bidders who submit a Cost Structure Proposal with minor arithmetical errors leading to a revised Total Cost of +/- 15%, once the errors are corrected, will be given the opportunity to accept the revised total Cost or withdraw the Proposal. 
A Proposal containing major arithmetical errors, or a large number of arithmetical errors may be rejected on the ground that there is serious doubt about the competence of the bidder.

· Costing parameters
All quoted costs should be in GBP.
UK-registered bidders shall not include VAT costs in the quoted prices and rates. 
Non-UK registered bidders shall include in their quoted prices and rates all taxes they are subject to in their country of registration. 
Costs for Implementing Partners and/or Sub-contractors and/or Vendors should be clearly defined (please see section 12 for definitions). 

Clarifications and/or assumptions related to the proposed costs must be set out in the Cost Structure Proposal.
Fee-type costs must be clearly differentiated from proposed reimbursable expenses.

6.4 Certificates and assurances
The following documents must be printed in the Bidder’s headed letter, signed and submitted as part of this Call for Proposals:
· Proposal submission letter, as per Annex 1
· Non-collusive Proposal Certificate, as per Annex 2 
· Terms and Conditions acceptance letter, Annex 3

These letters and certificates must be signed by an authorised person.
Unless the submission email is sent by the same person signing the listed letters and certificates, these must be signed in ink before scanning, or through an e-signature service. 

6.5 Consortium and Sub-contracting arrangements
Where a Consortium and/or Sub-contracting arrangement is envisaged, their role and responsibilities must be clearly described as part of the Technical Proposal, and Cost Structure Proposal.
In addition, Annex 5 must be completed providing detailed information on each Implementing Partner and/or Sub-contractor. 
Definitions concerning Consortium and Sub-contracting arrangements can be found in section 12 below.

7 [bookmark: _Toc181281685]ANTICIPATED TIMELINE 

	Activity
	Deadline

	Call for Proposals issued
	8 November 2024

	Proposals submission deadline
	22 November 2024

	Evaluation of Proposals completed (anticipated)
	27 November 2024

	Interviews (optional) 
	29 November 2024

	Communication on contract award (anticipated)
	2 December 2024

	Due diligence and contracting (anticipated)
	16 December 2024

	Start date of Services delivery (anticipated)
	December 2024 (subject to confirmation with supplier)



8 [bookmark: _Toc181281686][bookmark: _Hlk166690589]QUESTIONS

8.1 Scope of enquiries 

Elrha will only provide clarity on content or items that might not be sufficiently self-explanatory in this Call for Proposals, but no additional information will be supplied to potential or actual bidders on individual basis.  
Elrha will use best endeavours to provide such explanation as a matter of assistance to the bidder, but it shall not be construed as to add, modify or take away from the meaning and intent of the proposed contract and/or the obligations and liabilities of either party.
No representation, explanation or statement made to a bidder, or anyone else by or on behalf, or purportedly on behalf of Elrha as to the meaning of the procurement documents, or otherwise in explanation as aforesaid, shall be binding on Elrha in the exercise of its obligations under a subsequently awarded contract. 
Where the enquiry is beneficial to all bidders, both the original enquiry and the response will be sent to the other bidders anonymously.

8.2 Timeframe
Questions can be submitted up to 3 working days before the submission deadline, to allow sufficient time to respond to the query. 
Once the submission period has been closed, Elrha will not respond to any question or query.

8.3 Contact information
Queries concerning information or documents required as part of this Call for Proposals and/or unclear content, can be submitted as per the following instructions:
· email address: information@ukhih.org, with bidsandproposals@elrha.org mailto:in copy
· subject line: QUERY – CfP – Inclusive Solutions for Humanitarian Technology – [your organisations name]

9 [bookmark: _Toc175106681][bookmark: _Toc368426914][bookmark: _Toc339287877][bookmark: _Toc392873414][bookmark: _Toc143072348][bookmark: _Toc181281687]CONTRACT AWARD 
At the conclusion of the evaluation process and subject to the provisos contained in these Call for Proposals, Elrha will decide to whom the Service Contract will be awarded, and the successful bidder will be expected to enter into a formal agreement. 
The acceptance of the Proposal shall be formalised through a Letter of Acceptance signed and sent by Elrha’s authorised contract signatory. No other purported method of acceptance, (i.e. telephone call, correspondence from any other Elrha staff) shall be binding on Elrha.  
In addition, any action on the part of the successful Bidder shall be of no contractual effect and not binding on Elrha without a Letter of Acceptance letter from Elrha being issued to the Bidder.
Unless otherwise agreed by Elrha and the Bidder, the contract agreement will be in a form prepared by Elrha. 
All documents shall be written in English and the Service Contract subsequently entered into and its formation, interpretation and performance shall be subject to and in accordance with the law of England & Wales. 

[bookmark: _Toc181281688]IV: GENERAL INFORMATION 

10 [bookmark: _Toc104966055][bookmark: _Toc133329111][bookmark: _Toc143072335][bookmark: _Toc181281689][bookmark: _Hlk166690757]CALL FOR PROPOSALS INFORMATION 
This Call for Proposals (CfP) is issued to ensure that all received Proposals are given equal and fair consideration. It is important therefore that bidders provide all information asked for in the format and order specified in this CfP.
Proposals shall be submitted in accordance with the instructions contained in this ToR, save as may be allowed elsewhere in the issued document, without alterations or qualifications.
No alteration or addition shall be made by bidders to any part of the CfP except where expressly allowed herein or in the other issued documents.
Proposals that do not comply with any mandatory requirement (i.e., where the words “shall” or “must” are used) will not be considered.
Elrha does not bind itself to accept any Proposal. Elrha reserves the right to accept a Proposal in part, rather than in full, and Elrha reserves the right and to award a Contract to more than one bidder.

10.1 [bookmark: _Toc104966056][bookmark: _Toc133329112][bookmark: _Toc143072336]Issued Documents 
As part of the Service Contract to be signed between Elrha and the successful bidder, arising from Elrha’s written acceptance of Proposal, the following documents referred to in these ToR might be considered part of the contract:
· Part I Service Description and Part II Requirements and Evaluations of these Terms of Reference
· Non-collusive Proposal certificate signed by the bidder
· Technical and Cost Structure Proposals submitted by the Bidder and accepted by Elrha
· Any additional documents and annexes submitted by the Bidder

10.2 [bookmark: _Toc368426901][bookmark: _Toc339287868][bookmark: _Toc175106672][bookmark: _Toc25136895][bookmark: _Toc392873398][bookmark: _Toc104966058][bookmark: _Toc133329114][bookmark: _Toc143072338] Preparation of Bids 
Proposals shall not be subject to any pre-condition or otherwise qualified or accompanied by statements that might be construed as rendering the Proposal equivocal. Only unconditional Proposals will be considered. Elrha’s decision as to whether or not a submitted Proposal is in an acceptable form will be final.
A fully compliant Proposal must be submitted. Where a bidder wishes to submit a modified or alternative Proposal this must be in addition, and submitted separately, to the compliant Bid and may or may not be considered by Elrha. Any modified or alternative Proposal must also be free of qualifications, fully priced and complete.
Bidders must obtain for themselves, at their own responsibility and expense, any additional information deemed necessary for the preparation of their Proposal. Information supplied to bidders by Elrha is provided to the best of its acknowledge at the time of issuing these Terms of Reference. If bidders are uncertain of the accuracy of any information provided, they are advice to contact Elrha to seek clarification and/or to satisfy themselves by their own investigations. No responsibility is accepted by Elrha for any loss or damage of whatever kind or howsoever caused arising from the use by bidders of such information.

11 [bookmark: _Toc181281690]CONSORTIUM AND SUB-CONTRACTING ARRANGEMENTS

Regarding the delivery modalities under which the Services could be delivered, the following definitions apply:
A Sub-contractor is defined as an individual or organisation who delivers a portion of the contract on behalf of the lead service provider, or the other consortium member(s). In general, the lead organisation should be responsible for at least 50% of the total budget. Each sub-contractor should be responsible for no more than 20% of the total budget.
For avoidance of doubt, a Vendor is defined as an individual or organisation selling a particular and specialised service or product, directly necessary for implementing the Services (e.g. meeting space, translation services, event recording etc.), which is their main and usual business activity. Under this contract, the Service Provider, its sub-contractors and/or its implementing partners are required to manage the identified vendors, but they are not expected to supply such services and goods themselves.
A Consortium, or Partnership, arrangement involves two or more individuals or organisations working together to deliver a contract. Each consortium will have a lead service provider (‘Lead’), closely working with one or more other organisations (‘Implementing Partner(s)’). In general, the Lead should be responsible for no less than 30% of the total budget and Implementing Partners should be responsible for no more than 70% of the total budget.
Where a consortium approach is envisaged, the following information must be provided as part of the application:  
1. Details of the proposed consortium arrangement. 
2. Details of areas of knowledge or expertise to be provided by members of the consortium. 
3. Percentage of the contract value expected to be managed by each consortium member.
4. The full details for each of the proposed known consortia members, if known.

12 [bookmark: _Toc181281691]CONFIDENTIALITY 
All information and documents received by Elrha in response to this CfP shall be treated as private and confidential, save where the disclosure is required by law.
Bidders shall not:
(a) Release to third parties any information relating to the Proposal that they intend to submit, other than with professional advisers who need to be consulted with regards to the preparation of the Proposal.
(b) Canvass directly or indirectly with any other bidder concerning the award of the contract or directly or indirectly obtain or attempt to obtain information.
(c) Canvass directly or indirectly with a member of Elrha or their trustees concerning the award of the contract or directly or indirectly obtain or attempt to obtain information from said individuals.
If a bidder does not observe points a), b) and c) above, Elrha will reject their Proposal and may decide not to invite the agency to bid for future business opportunities.

13 [bookmark: _Toc272253863][bookmark: _Toc392873415][bookmark: _Toc143072349][bookmark: _Toc181281692][bookmark: _Toc392873416]CONFLICT OF INTEREST 
In order to ensure a fair and competitive procurement process, Elrha requires that all actual or potential conflicts of interest are identified and resolved to Elrha’s satisfaction. 

13.1 [bookmark: _Toc392873417]Conflict of interest in connection to this procurement process

Without limitation and common definition of conflict of interest standing, Elrha may perceive conflicts of interest to arise in connection to this procurement process where:
(a) the bidder, or their Implementing Partners and/or Sub-contractors, or any person employed / related to / engaged by / otherwise connected with them, has been within the last two years engaged or employed by, or otherwise connected with Elrha
(b) the bidder, or their Implementing Partners and/or Sub-contractors, or any person employed / related to / engaged by / otherwise connected with them has discussed within the last 12 months matters relevant to this procurement process with Elrha
(c) a bidder, or their Implementing Partners and/or Sub-contractors, propose to provide services or advice to, or is otherwise connected with, more than one other bidder in relation to this procurement process.

13.2 Notification
Bidders should notify Elrha in writing of any actual or potential conflict of interest in their response to this procurement of the Services. 
If the Bidder becomes aware of an actual or potential conflict of interest following submission of their Proposal, it should immediately notify Elrha in writing providing details of such actual or potential conflict of interest.
Notifications of a perceived, potential or actual conflict of interests must be communicated to incidentreporting@elrha.org, providing as much information as possible.
[bookmark: _Toc392873418]
13.3 Exclusion on the basis of conflict of interest
Elrha reserves the right to exclude bidders s from this procurement process should actual or potential conflicts of interest be found, which confer an unfair competitive advantage on one or more bidder, or to otherwise undermine a fair and competitive procurement process and, following consultation with the Bidder, such actual or potential conflicts are not resolved to the satisfaction of Elrha.

[bookmark: _Toc181281693]V: ATTACHMENTS

[bookmark: _Toc181281694]Schedule 1: Proposal Template  
[bookmark: _Toc181281695]Schedule 2: Cost Structure Proposal 
[bookmark: _Toc181281696]Annex 1: Proposal Submission Letter (Template)
[bookmark: _Toc181281697][bookmark: _Hlk167106009]Annex 2: Non-Collusive Proposal Certificate (Template)
[bookmark: _Toc181281698]Annex 3: Terms And Conditions Acceptance Letter (Template)
[bookmark: _Toc166788039][bookmark: _Toc181281699][bookmark: _Toc164940287]Annex 4: Applicant Information Questionnaire
[bookmark: _Toc181281700]Annex 5: Consortium and Sub-Contracting Information Form
[bookmark: _Toc181281701]Appendix 1: Elrha Contract Terms & Conditions
[bookmark: _Toc164940288][bookmark: _Toc181281702]Appendix 2: Elrha Incident Prevention and Management Policy
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