Section 6

Tenders, projects, and

funders

This section has information about:

tenders

projects

checking if you are doing a good

job

working with funders
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Tenders

Tenders are like jobs.

Someone needs work done, and they
ask organisations to apply to do the

work.

They will need to know:

e what work you will do
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e how much you will charge
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e wWhy you are the best people to do

the work

They will want to know that:

e your group is well run

e you can do what you say you will do
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You will need to give them all the

information they need.

This is called ‘writing a tender’.

After they give you money, they will want
to check if you are doing what you said

you would do

This is how a tender works:

Page 4 of 61 © All Wales People First 2017



N SE\\lWa\es

U | e
N ﬂp W

Page 5 of 61

1. Invitation to tender

You may get an email asking you to

fender.

Usually, you need to spot an advert for

the tender.

Most tenders are advertised on

Sell2Wales website.

You can sign up to Sell2Wales.

Sell2Wales will send you a daily email

about tenders.
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2. Expression of interest

If you see an advert, you need to tell

them you are interested.

This might mean:

e ficking a box on Sell2Wales

e filling in an ‘Expression Of Interest’

form

e sending an email

e going to a meeting
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3. Tender documents

This is the information you need before

you can write a tender.

It includes:

e Specification. This says what they

2‘ want. It should say how they will
3 v choose who gets the work.
RULES e How to tender. This has the rules for

Izm ‘j writing your tender

e The deadline. You must send the

5 6 7 8 9 101
12 13 14 1516 17 18

e tender before the deadline.

19
26
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4. Asking questions

Everyone who is tendering must have a

fair chance.

This means no-one can have extra help.

Everyone's questions and answers are

put on a website or emailed to everyone.
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5. Submit tender

This means sending your tender.

You must:

0] . .
ot N e send it before the deadline

e send everything they ask for
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6. Evaluation

This means the organisation looks at all

the tenders.

They will give each tender a score.

They may ask you for more information.

They may invite you to an interview.
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S — 7. Awarding the contract

The organisation will tell you if you have

won the confract.

8. Putting the contract in place

You will meet with the organisation.
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You will agree:

exactly what work you will do

any rules about doing the work

<«
[

how you will get paid

what to do if there is a problem
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Puiting your tender together

Putting a tender together is hard work.

Here are some tips.

e Do awork plan. The tasks include:

o find out what information they

want.
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o decide who needs to work on

the tender.

o make a timetable to collect this

information and fill in the

documents

o decide who will read to check

everything

) .
b g e Always meet the deadline.

o Always follow the specification. If
you do not follow the instructions,

your tender will be rejected.
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e Answer everything.

e Think about your organisation’s skills,
what you know about and what

you've already done well.

Use this to help you answer the

questions.

e Look at how the tender will be

scored.

Spend most of your time on the

things that get most score.

e Some tenders say the top price they

| wd} will pay. You will score higher if your
\/ \/ tender is less than the top price.
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e Give evidence and examples.

e A tenderis scored on what you
write in the tender. If you do not
write it down, you cannot get

marks.

e Even if the organisation knows
what you do, you must tell them

again in the tender.

e Use the headings in the tender
document.

This makes it easier for the

b S organisation to see that you have
7 g given them the information they
want.

e Sell your group. Tell them why you

are the best people for the work.
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e Tell them any extra benefits they get

if they choose you.

For example, will the work create
paid work for people with learning

disabilitiese

e Get your sums right!

= I
. Make sure the sums add up in the
\/ \/ tender document.
7 e Make it look good.
I -\'endé' Make the tender look professionall.
/

i e Start with a front cover.

e Never hand-write a tender.
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CONTENTS
e Always have a contents list

e Always number the pages

e Always check the spelling.
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How to cost your tender

You need to know how much it will cost

you to do the work.

Then you need to decide how to price

your tender.

You may want fo:

e Charge less than the cost. Some
people do this so they win the work

and can prove they do a good job.
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e Charge what it will cost you to do

the work

e Charge the market rate. This is often
— higher than what it costs to do the
\/ \/ work.

This is what private business does. It

Mmeans you get extra money.

You can choose to spend or save

the extra money.
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Working out what it will cost

Section 4 Money tells you how to work

out the full cost.

If the work is for more than 1 year,

- remember to think about inflation and

\/ \/ wage rises.

Here are some things to think about:

o VAT

HM Revenue Will you have to charge VAT?e

sxClstoms Will you be paying VAT that you

want to get back?
Find more information at the HMRC

WWW.hmrc.gov.uk

p,
HM Revenue /
&Customs ’

If you are charging VAT include this

in your tender.
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o TUPE

TUPE may apply if you take over a

service that already employs staff.

You must take expert advice if you

think TUPE may apply.

== 4 TUPE may change how much it will

cost you to do the work.

TUPE is short for Transfer of
Undertakings (Protection of

Employment) Regulations 2006.

That law was changed by the
Collective Redundancies and
Transfer of Undertakings (Protection
of Employment) (Amendment)

Regulations 2014.

But people still use TUPE to talk about

this law.
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Working out what you will charge

““ —% If you are going to charge less than it

costs, make sure

e yOU have a very good reason

e the Board agrees

e you can afford the extra cost
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costs, decide:

e what to do with the extra money.

You may want to plan for the future.

You may want to put the money in

your reserves.

e how much extra to charge. Some
people add a percentage of the full

cost.

So, if it cost £1,000, they might add
20% and charge £1,200
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Cashflow

Cashflow means making sure there is

enough money in the bank.

Sometimes tenders say you must pay out

money before you can invoice the

organisation for payment.

If this could be a problem, talk to the
organisation before you agree the

tender
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Tips for being ready to tender

Busnes . |
Cymru You can get fraining and advice on

Business tendering from Business Wales.
Wales

Put together a pack of all the documents
that you may need for a tender, for

example:

e information about your organisation

e policies
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%3 insurance | . .
m Certificate % e copies of insurance documents

e copy of the last year's accounts

Remember to use Section 4, Money, to

help you work out the real costs.

Never use round numbers like £3,000. It
makes it look as if you have guessed.

They will want to know you have worked

out the amount properly.

Find out what other people are charging
for this kind of work. Compare what you
can offer with what other people can

offer.
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Make it clear why you are good value for

money.

Afterwards, review each tender and

contract.

Check if you got the costs right.

Check if the work turned out the way you

expected.

Check what you have learned for next

fime.
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Projects

What is a project?

A project is something you do.

A project has a start date.

A project has a planned end date.

Sometimes funders only want to fund

projects.
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Writing project plans

Members need to decide what to putin

the plan.

Writing a plan means you:

e know what the group is trying to

achieve

e know what you will do to achieve

the aim
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e know what money, people and

equipment you have.

e know what money, people and

equipment you will need
e can check how well the group is

doing.

Good planning also shows people

outside the group that you are:

e serious about what you do

e wellrun

e sensible.
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This means they are more likely to give

you money and take you seriously.

If you do not plan:

e members do not get to make the

decisions

e you will not achieve things

e members may get bored and leave
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e money may get spent on the wrong

things

e yOU may not have enough money

e you may start doing things just
because you can get a grant to do

them

e the group may forget what it is for

o e e yoU may break the law by mistake.
Law
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Planning teaches important self-

advocacy skills like:

e working as a team

e sharing work

e taking responsibility

e making hard choices

e thinking about the bigger picture
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e thinking about what is best for the

group, not just what is best for you

e thinking about the future

e checking you will have enough

time, people and money

e dreaming about a better future

P e learning how to turn dreams into
O

reality

If you have a grant for a project, you

need to write a project plan for the

- grant.
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What to put in your project plan

e decide what sections to have when
you write your plan. The usual

sections are:

o what we want to achieve

(aim)

o how we know it needs to

happen

o what we will do to achieve it
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o how long it will fake, and the

12 3 4
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o whatresources we have

o whatresources we need

o things outside the organisation

that affect us
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o how we will check how we are

doing

o budget

o cashflow

o how we will manage any risks
that might stop us making the

project work.
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Managing the project

One person needs to be in charge of

managing the project. That person is

called the project manager.

\ The project manager gives reports to the

Board, the memlbers and the funder.

If it is a big project, you might employ a

project manager just for this work.

If it is a smaller project, a member of staff
may need to be project manager on top

of their other work.
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If this happens, the person needs to be

given enough time to do the extra work.

Managing the project makes sure that

what you planned:

e happens

e keeps to the budget

e s done well
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The project manager makes sure that:

staff, volunteers and members are
doing the things they need to do

when they need to do them

staff, volunteers and members have
any support or tfraining to do the

things they need to do

there is a record of what people are

doing and achieving

the spending for the project keeps to
the budget
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there is a record of the finances

things happen when the plan says

they will

regular reports are given to the
Board, members and funder (if there

is one)

the Board is told straight away if
something goes wrong, takes longer
than planned, or costs extra so new

plans can be made

everyone knows how the project is

going: on the website or social media

you are checking if the project is

worth doing
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7 Are you doing a good job?

Here are ways to find out if you are doing

2.—— agoodjob:

e Check that you are doing what you
said you would

This is called monitoring.

Talk about what you are doing, how
well you do it, and if it was worth

doing. This is called evaluation.

e Look at what differences you have
made. This is called impact

assessment
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Monitoring

Some organisations never check.

Some organisations spend too much time

checking.

Before you start monitoring, ask yourself:

e What did we say we were going to

dog
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e How do we show we are doing what

we said we would?

e Who is the information fore How

often do they want it2

e What information do we agree to

collecte

e How can the information be

collected and by whom?

e How should it be reported?

e Who should see the reporte
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Who does the monitoring?

The funder may give you a form to use.

You may want to pay someone to set up

a system for you.

You will need to collect the information

yourself.

“ 254 | You need to collect information from the

5 67 89 10y
183

12 13 14 15 lb‘

19 20 21 2223 25 .
G R start of the project.
:g ;(3) ;\ 22773 24825
26 27 28 29 30 31
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: What to collect

Here are some things you can collect:

e Numbers

Ask yourself ‘how many’e

How many people came to a
meeting? How many meetings did
you have¢ How much did you

spende

e Facfts
Write down things like the activities
you did and what your meetings

were about.

e Work plans and work diaries
These will show what staff have done

and when.

Page 47 of 61 © All Wales People First 2017



e Evaluation forms
These are a good way of getting

feedback from an event or training.

Everyone needs to know:

e what information they need to

collect

e how fo collect the information

e who to give the information to

e what will happen with the information
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Evaluation

To make the evaluation work you will

need tfo:

e be clear on what is being evaluated

and how.

e include feedback from your
members, and people if you do work

for them.

e accept criticism about your
organisation, its management or

activities.

e be willing to learn and to make

changes if that is what is needed.

Page 49 of 61 © All Wales People First 2017



A good evaluation will:

e collect people’s stories

e show your group is thinking about

how it works

e show how you are doing - your

stfrengths and weaknesses

e check progress of projects

e assist with future planning — would

you repeat the project or one like ite
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It is best to do evaluation at stages of an

activity or project. Then you can discuss it

and change how you do things to

improve what you do.

If you leave evaluation until the end it is

too late to change anything.

What's in an evaluation report

Funders may tell you what they want in an

evaluation report.
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If you can choose what to put in the
report, include:

e How the evaluation was done and
who did if.

)
Il

i

‘};@

il

e How your members were involved

&L

pro;ect
history

=

e Background information to the
project.

for.

e What the project or piece of work is
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Where you began (baseline data) to

where you got to.

What information you collected and

how.

How information was analysed and

what it shows.

Outcomes. What else was achieved?

Was there anything unexpected?

What you have learnt.
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The evaluation should be fun.

The evaluation should be a way of talking
about what your group is doing and what

you will do next.

Cyngor Gweithredu
Gwirfoddol Cymru

Your CVC has an information sheet on

Monitoring and Evaluation.
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Impact means looking at what difference

your group has made for people.

It's good to know if you are making things

better for your members and people.

You can find out what impact you have
had through interviewing people, or

asking them to fill in a survey.

A good way of showing impact is to use

someone’s story.
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Look how therr life was before, and then

what difference your project has made.

WCVC has an information sheet on

Impact and Impact Measurement.
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Working with your funders

Your relatfionship with the funder does

not stop when they give you money.

The funder, just like your organisation,
wants you to achieve what you said you

wanted to.

The funder wants to see their money

used well.

Funders usually ask for reports during the
project at agreed dates and at the end

of the project.
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The reports show the funder you have
done what you said you would for that

period.

This makes the funder happy to pay that

instalment of the grant or contract.

Keeping your funders happy shows that
your group is well run and worth

funding.
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Make sure that you:

e follow what you have agreed with
the funder (in your grant offer and

grant application or contract)

e put the name and logo of the
funder plus any wording they want

on all your project information

e do what you need by the agreed
date

e orreach the agreed number when
you said you would. This is called a

target
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e manage the budget well.
This means not spending too much

You must spend all the money as

you said you would.

e lef the funder know straight away if
you need to change something

because it isn’'t working.

e agree any change with them

“ . e meet the dates for reporting to the

AN s oy
18}
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R unaers
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e write good reports for the funders
and include all the information they

ask for

e share your evaluation if the funders

have not paid for one

e Show the funders that you are

learning from the project

e invite your funder to visit the project

and see it working

e Invite your funder to your end of
project celebration to say thank

yOu.

Send them a film or photos if they

cannot attend.
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