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I: SERVICES DESCRIPTION  
 

Background   

Elrha Overview  

We are Elrha. A global organisation that finds solutions to complex humanitarian problems 
through research and innovation. We are an established actor in the humanitarian 
community, working in partnership with humanitarian organisations, researchers, 
innovators, and the private sector to tackle some of the most difficult challenges facing 
people all over the world.  

Through our globally recognised programmes, we have supported more than 200 world-
class research studies and innovation projects, championing new ideas and different 
approaches to evidence what works in humanitarian response. 

Ready to Scale (R2S) Pipeline 

The humanitarian sector is facing ever-escalating complexity, dealing with the convergence 
of protracted and rapid-onset crises, climate-driven emergencies, and reduced funding 
globally.   

In the face of sector-wide fatigue, constant calls to reform, and increasingly stretched 
resources, the humanitarian sector is becoming less ready and open to adopting new, 

impactful solutions. Without a purposeful and collaborative approach to scaling innovations, 
the sector risks reverting to ‘business-as-usual’ programming, with impact stagnating against 
increasingly complex needs. At the same time, social, sectoral, and technological shifts are 
rapidly creating opportunities and risks in the humanitarian innovation space, though 
conventional and standardised innovation scaling pathways are not well-equipped to 
respond to these dynamics. 

We know that scaling is complex, non-linear, and can take many forms – scaling is not 
simply the process of reaching more people, but it is a process of shifting cultural norms, 
changing policies and process, and affecting systemic change. The fact that each innovation 

takes its own unique and winding path towards scale means that there is no single indicator 
to identify an innovation’s scaling potential, nor is there a standard sign that an innovation is 
ready to operate at scale. What we do know is that funding alone is not enough to take an 
innovation to scale. Traditional grant funding mechanisms provide little time for innovations 
to prepare, build effective partnerships, and properly position themselves to successfully 
navigate complex humanitarian implementation contexts. 

As part of our new 5-year plan, we are focussing on strengthening the practice of scaling 
innovation in humanitarian settings. We will directly address the gap between promising 
innovations and their ability to achieve sustainable impact at scale in humanitarian crises. 

This programme fills a key strategic gap in humanitarian innovation, by building a problem-
led and responsive scaling infrastructure, with emphasis on preparedness, systems thinking, 
and taking a futures approach.  

To achieve this, we will offer an integrated pathway of financial grants and non-financial 
support to promising innovators through a Ready to Scale (R2S) Pipeline:  

• Phase 1 Grant: Scale Diagnostics Lab: Innovation teams are supported to 
understand their position in the sector and to develop a bespoke scaling strategy.  



 
 

3 

 

• Phase 2 Grant: Scale Strategy Refining: Innovation teams are supported to resolve 

barriers identified in their scaling strategy, in a way unique to their needs, which 
accelerates them along their own pathway to scale.  

• Phase 3 Grant: Scaling in Crises: Innovation teams deploy and gather evidence, 
advancing their scaling strategy by implementing in a humanitarian crisis setting.  

• Readiness Assessment, Partnership Brokering and Scaling Support: Bespoke 
and diverse hands-on support provided for all grantees, to manage barriers to scaling, 
mitigate risks, identify and build relationships with key partners, and generate evidence of 
impact will be provided throughout all phases. Additionally, a digital Scale 
Accompaniment Tool (SAT) will support grantees throughout.  

The Scale Accompaniment Tool 

The SAT will be a digital (format to be determined), non-branded, inward and outward-
facing tool that will aim to: 

• Accompany and guide innovators through their scaling journey, whether this is the 
Elrha-funded R2S pipeline or externally to Elrha, helping track progress, reflect on 
growth, and adapt plans over time. 

• Enable innovators to create a living profile of themselves, their context, and their 

innovation - to support needs assessments, matchmaking, brokering, visibility, and 
pathways to uptake. 

• Provide tailored recommendations and guidance on relevant tools, frameworks, and 
support mechanisms - including Elrha and external resources - to help innovators 
navigate their scale journey. This will be aligned with each innovator’s profile, scaling 

pathway, and needs. 

  

Why are we developing a SAT? 

 
• To provide tailored, practical accompaniment to innovators scaling through the R2S 

Pipeline or more broadly within the sector. 
• Where relevant, to help address systemic barriers that hinder scaling in the 

humanitarian innovation space. 
• While many tools, frameworks, and approaches for scaling exist, they are scattered 

and often overwhelming - leaving innovators asking, “Where do we start? What’s 
useful, and when?” Innovators need closer, more accessible support than standalone 
tools can offer, but one-to-one accompaniment is not feasible at scale. A digital tool 
bridges this gap. 

• Elrha has already developed valuable resources (e.g. the Humanitarian Innovation 
Guide), but uptake has been lower than hoped - the SAT can make these resources 
more visible, relevant, and usable in practice. 

 

SAT Co-Design Process 

We are currently facilitating a co-design phase through a series of workshops (due to finish 
November 2025) to shape the R2S Pipeline and the SAT. The workshop outputs will be: 

• Shared insights on innovation scaling – collated definitions, challenges, 
enabling and inhibiting factors for scaling identified by diverse humanitarian actors 

• Draft outline of the R2S Pipeline 
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• Design criteria for the SAT – agreed priorities for accessibility, usability, and 

functions based on clear articulation of the financial and non-financial support 
innovators require  

By March 2026, we aim to pilot a beta version of the SAT with key stakeholders. 

We will consult a diverse range of stakeholders, including local, national and international 
organisations, to ensure the SAT reflects diverse needs and priorities. In line with our 5-year 
plan, Elrha aims to shift power and resources to crisis-affected communities by adapting our 
processes, partnerships, and funding to remove barriers and ensure local priorities, 

knowledge, and capacities drive solutions. The design of the SAT must be intentional in 
being accessible to diverse innovator groups.  

The design of the SAT will follow a broad 5-year plan (subject to change and feedback from 
consultant(s)) that initially aims to design and pilot the SAT within the R2S Pipeline, and 
then beyond:  

 

  

Phase Key Activities Timeline 

Insight Phase: 
Understand the 
need and define 
success 

• Scan of external resources, frameworks, 

toolkits. 
• User research (local, national, 

international organisations, Elrha 
grantees). 

• Problem identification and design criteria 

agreement. 
• Call for proposals to develop solution. 

Stage gate: Shared problem + stakeholder 
commitment. Oct - Nov 

Exploration Phase: 
Generate testable 
solutions with users 

• Prototype low-fidelity tool. 

• Small-scale testing and feedback with 
Elrha grantees and staff. 

• Validate assumptions. 
Stage gate: solution feasibility  Dec - Feb 

Testing Phase A: 
Test tool in 

Diagnostics Lab 
Phase of R2S 
Pipeline 

• Develop Minimum Viable Product (MVP). 
• Real-world testing in Ready to Scale 

Pipeline with Diagnostics Lab grantees. 
• Risk assessment and performance 

evaluation. 
• Document outputs and scaling plans. 
• Operationalise feedback mechanisms. 
• Iterative improvement. 

Stage gate: solution feasibility  

Yr1 of 
R2S 
Pipeline 
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Testing Phase B: 
Test tool in Scale 
Strategy Refining 

Phase of R2S 
Pipeline 

• Develop Minimum Viable Product (MVP). 

• Real-world testing in Ready to Scale 
Pipeline with diagnostics lab grantees. 

• Risk assessment and performance 

evaluation. 
• Document outputs and scaling plans. 
• Operationalise feedback mechanisms. 
• Iterative improvement. 

Stage gate: solution feasibility  

Yr2 of 

R2S 
Pipeline 

  

Testing Phase C: 
Test tool in Scaling 
in Crises Phase of 
R2S Pipeline 

• Develop Minimum Viable Product (MVP). 
• Real-world testing in Ready to Scale 

Pipeline with diagnostics lab grantees. 

• Risk assessment and performance 
evaluation. 

• Document outputs and scaling plans. 
• Operationalise feedback mechanisms. 

• Iterative improvement. 
Stage gate: solution feasibility  

Yr3 of 
R2S 
Pipeline 

  

Live Phase: Prepare 
for broader use  

• Synthesise learnings from Testing Phase. 
• Consult with external stakeholders to 

understand market for scaling tool 
outside of R2S Pipeline, potential 
adaptations needed 

• Adaptation of tool for external use  
• Ongoing support, training, and 

monitoring to test tool use in Ready to 
Scale Pipeline phases 2-3 

Stage gate: Market and potential for adoption  Yr4/5 

Scaling Phase: 
Promote and scale 
tool use 

• Engage global network for adoption. 
• Communications and promotion strategy. 

• Continual monitoring and feedback. Yr4/5 

 

Objectives, Deliverables and Activities 

1.1. Overall aim and objective(s)  

The consultant(s) will be expected to utilise the outputs of the co-design workshops to: 

• Consolidate and translate insights into practical design criteria for the SAT. 
• Develop and prototype a beta version of the SAT that reflects user needs, is 

accessible to a diverse range of innovators (particularly local organisations), and 
aligns with Elrha’s Ready to Scale approach. 

• Test the beta version with a small group of innovators and stakeholders, gathering 
feedback on usability, relevance, and value. 
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• Refine and finalise the beta SAT for wider piloting, with clear documentation of 

design choices, functionality, and recommendations for next steps. 
 

1.2. Deliverables and activities  

The Services will be executed through the satisfactory completion of the Deliverables 
described below. While bidders are expected to propose their own approach for carrying out 
the Deliverables, the activities described under each Deliverable frame the scope of work 
and define critical aspects of the Services delivery. 

 

Deliverables  Actions 

Inception Report 

• Outlining understanding of the task, 
proposed methodology, timeline, and 
any refinements to the scope. 

• Includes a work plan and engagement 
strategy with Elrha and partners. 

 

• Review of key documents including 
workshop outputs  

• Online consultations with Elrha Scale 

Team and other stakeholders as 
needed 

Concept Note and Initial Wireframes 

• Draft design concept for the SAT, 

including proposed format, structure, 
functions, and user journeys. 

• At least two prototype options for 
review and feedback. 

 

Draft Beta Version of the SAT 

• Working version of the digital tool 
incorporating workshop outputs and 
Elrha feedback. 

• Includes navigation, key functions 
(e.g., self-assessment, 
recommendations, tracking progress), 

and content placeholders. 

 

User Testing and Feedback Report 

• Pilot testing of the SAT with a small 
group of innovators and Elrha staff. 

• Analysis of user experience, 
accessibility, and relevance. 

• Recommendations for adjustments 
before wider launch. 

 
 

• Online consultations with Elrha Scale 
Team and other stakeholders as 

needed 

Final Beta Version of SAT  
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Deliverables  Actions 

• Refined, functional beta version of the 
tool ready for testing in Diagnostics 
Lab. 

• Includes technical documentation, 
user guidance, and admin guidelines 
for Elrha staff. 

Final Report 

• Summary of the design process, key 
decisions, and lessons learned. 

• Recommendations for next stages 
(e.g., full launch, scaling, 
maintenance). 

 

 

Upon completion of these deliverables, this contract may be extended to support 
implementation and delivery of the next steps throughout 2026. 

 

Ways of working  

The design of the SAT must follow co-design processes that aim to put target users’ 
experiences, needs and challenges at the heart of the solution.  

Elrha requires the successful Service Provider to adopt an agile and collaborative approach to 
working with Elrha and remain accessible to Elrha throughout delivery.  

Elrha is seeking a Service Provider that is aligned with Elrha, accessible and effectively 
resourced throughout the programme phases, providing the additional skills and capabilities 
Elrha needs to deliver effectively. 

The successful provider shall transfer all documentation and findings to Elrha in a professional 
and timely manner. 

 

Timeframe   

The work will aim to start no later than 15 November 2025, and it will conclude not later 
than 31 March 2026 (anticipated). Only service providers with availability to meet this 
timeframe should consider participating in this tender.  

 

II: REQUIREMENTS AND EVALUATION  
 

Requirements  

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 any and all Lots, unless otherwise indicated. 
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1.1. Registration and nationality  

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. 

 

1.2. Technical requirements  

Proposals must include a description of key positions responsible for the Services 
deliverable, including the experience, qualifications (when relevant) and skills that each 
position will contribute to the activities. 

Key personnel involved in the Services must meet the following requirements in terms of 
experience, qualifications and skills:  

• Relevant undergraduate degree in design, Computer Science (with a focus on user 
experience or creative design), Computing & IT and Design, Software Engineering, 
international development, humanitarian action, or another related field 

• At least 5 years’ experience in digital tool design (e.g. apps, websites, digital toolkits) 
- a focus on innovation, scaling or capacity-building is an advantage  

• Demonstrated expertise in participatory and co-design methodologies, including 
translating workshop outputs into practical digital solutions 

• Strong understanding of humanitarian innovation, scaling processes, localisation, and 
community-led approaches 

• Proven experience working with a diverse range of stakeholders, including local, 
national, and international humanitarian actors, funders, and government 
representatives 

• Technical experience in user-centred digital product development (e.g., prototyping, 

beta testing, UX/UI design)  
• Excellent facilitation and communication skills, including with non-English speaking 

partners; fluency in Spanish is desirable 
• Knowledge of inclusion, equity, and power-shifting approaches in humanitarian or 

development contexts, with the ability to integrate these into tool design and 
delivery 

 

1.3. Project management requirements  
 
• Delivery modality  

The Proposal must demonstrate the chosen delivery modality is fit-for-purpose for the 
effective and efficient fulfilment of the Services and Deliverables completion. 

Consortiums 

Submissions from either a single individual / organisation or a consortium of organisations 
under the lead of a main service provider will be accepted. 

Sub-contracting 

The Services cannot be delivered through Sub-contractors.  



 
 

9 

 

Sub-contractors are not allowed to further externalise a portion of the Services; they must 

either delivery the work themselves or purchase specialised services (e.g. lead service 
provider or implementing partner → sub-contractor → seller).  

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. 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, the Proposal must clearly describe how 
the delivery structure effectively integrates the different organisations involved in completing 
the Deliverables. 

 

• 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. 

 

• 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 

 

 

1.4. Organisational policies (not applicable for individual applicants)  

If applicants are required to have organisational policies, procedures and/or minimum 
standards covering specific areas, please add it here. See suggested text on how to word it, 
but this can be changed according to the needs of the tender.  

Applicants are required to have organisational policies, procedures and/or minimum 
standards covering the following areas: 

• Ethical Standards or Code of conduct  
• Data Protection policy 
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1.5. 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.  

 

• Costing parameters  

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.  

It is anticipated that the services will require up to a maximum of amount of GBP 20,000 
(excluding of VAT). 

The budget submitted must be broken down by activity and include all team member 
allocations. The budget must include all expenses, including translation, travel and any other 
costs associated. Please set out any assumptions you have made in determining your 
proposed costs 

 

• 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.  

If the Bidder is offering such charitable support, this must be clearly set out the Proposal.  

 

Evaluation criteria  

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 
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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. 

 

1.6. 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 40% overall weighting 

Previous performance 20% sub-weighting 

Approach to delivering the services  20% sub-weighting 

Methodology and tools 20% sub-weighting 

Quality assurance  20% sub-weighting 

Key personnel - experience, qualifications 
and skills  

20% sub-weighting 

Project management capabilities 40% overall weighting 

Delivery modality 20% sub-weighting 

Delivery structure  20% sub-weighting 

Work plan  20% sub-weighting 

Risk management  20% sub-weighting 

Organisational capacity 20% sub-weighting 

Costing analysis 20% overall weighting 

Cost structure 50% sub-weighting 

Costing parameters (incl. total cost) 50% sub-weighting 

Pro bono and other non-financial 
contributions 

Yes / No 

 

 

1.7. Proposal Evaluation  

• Technical and Project Management Capabilities 

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. 
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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 take into account 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. 

Elrha Not Bound  

Elrha will award the contract on the basis of 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. 

 

III: SUBMISSION INSTRUCTIONS  

The deadline for submitting proposals in response to this Call for Proposals is 17:00 UK 
time on 7 November 2025  

Submissions missing any of the documents listed below or received after the deadline might 
not be considered.  
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Please submit the Technical and Cost Structure Proposals, the completed Annex 1 & 2 & 3, 

and any supporting documents (as relevant) (the ‘Proposal’), to Maisie Jeffreys 
(M.Jeffreys@elrha.org)  as per the following instructions: 

• - email address: to Maisie Jeffreys (M.Jeffreys@elrha.org) with 
bidsandproposals@elrha.org in copy 

• - subject line: Call for Proposals – SAT Design – [your organisations name] 
• - signed with the name and title of the person making the submission 

Submissions emailed to any other Elrha email address will not be considered.  

Submissions not following the ‘subject line’ instructions might not be considered. 

 

Documents submission  

1.8. 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. 

Please follow the instructions below for the completion of the following documents that are 
to be part of each Proposal:   

- Technical Proposal 

- Cost Structure Proposal 

- Certificates and assurances 

- Bidder information questionnaire, including requested documents  

- Information on Consortium members (if relevant) 
- Examples of relevant work and materials produced 

 

1.9. Technical Proposal 

A detailed description on how the Services will be executed, Deliverables will be 
accomplished, and set Requirements are met must be submitted following a format of your 
choice, within a page limit of 5 pages maximum, using the font Arial 11 with Normal page 
margins.  

 

1.10. Cost Structure Proposal  

Bidders must follow the Cost Structure format set in Schedule 1, 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. 

mailto:M.Jeffreys@elrha.org
mailto:M.Jeffreys@elrha.org
mailto:bidsandproposals@elrha.org
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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 

It is anticipated that the services will be within the GBP 16,000 - 20,000 range (excluding of 
VAT).  

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. 

 

1.11. 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: 

o Proposal submission letter, as per Annex 1 
o Non-collusive Proposal Certificate, as per Annex 2  

o 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.  

 

1.12. Organisational information questionnaire 

Bidders must complete the questionnaire in Annex 4, which provides information about the 
organisational set up, finances, organisational policies, and relevant business activities and 
past performance. 

Every question in the questionnaire must be answered:  

- if the question does not apply to your organisation, write N/A, and explain why it 
does not apply  

- if you do not know the answer, please write N/K.  
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Questions marked with an asterisk (*) indicate a fail/pass question. Explanations on why 

information cannot be provided are acceptable, but blank answers and lack of any 
information for any of these questions represents an automatic ineligibility for your 
organisation to be awarded the contract. 

Please ensure the following documents are attached to the questionnaire (Annex 4): 

(i) Copy(ies) of at least one of the following:  

a. Your last two most recent audited accounts; or 
b. Statements of your turnover, profit & loss account and cash flow of your last two 

most recent years of trading/activity (if your accounts are not audited); or 

c. A statement of your cash flow forecast for the current year and a bank letter 

outlining the current cash and credit position (if a. & b. are not available). 

Proposals might not be considered if the documents listed above are not submitted. 

 

 

1.13. Consortium 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. 

 

1.14. Supporting documents 

Any other additional documentation or information the Bidder wishes to provide can be 
added to the submission. 

 

 

Anticipated Timeline  

Activity Deadline 

Call for Proposals issued  

Proposals submission deadline 7 November 2025 

Evaluation of Proposals completed (anticipated) 14 November 2025 

Interviews (anticipated) 17th – 21 November 
2025 

Communication on contract award (anticipated) 21 November 2025 

Due diligence and contracting (anticipated) 25 November 2025 

Start date of Services delivery (anticipated) 01 December 2025 

 



 
 

16 

 

2. QUESTIONS 

2.1. 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. 

 

2.2. 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. 

 

2.3. Contact information 

Queries concerning information or documents required as part of this Call for Proposals 
and/or unclear content, can be submitted to Maisie Jeffreys as per the following instructions: 

- email address: m.jeffreys@elrha.org with bidsandproposals@elrha.org in copy 

- subject line: QUERY – CfP – SAT Design – [your organisations name] 

 

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.  

mailto:m.jeffreys@elrha.org
mailto:bidsandproposals@elrha.org
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IV: GENERAL INFORMATION  

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. 

 

2.4. 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 

 

2.5.  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. 
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Consortium 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). 

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. 

 

3. 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. 

 

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.  

3.1. 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 
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(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. 

 

3.2. 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. 

 

3.3. 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. 

 

V: ATTACHMENTS 

Schedule 1: Cost Structure Proposal  

Annex 1: Proposal Submission Letter (Template) 

Annex 2: Non-Collusive Proposal Certificate (Template) 

Annex 3: Terms And Conditions Acceptance Letter (Template) 

Annex 4: Applicant Information Questionnaire 

Annex 5: Consortium  Information Form 

Appendix 1: Elrha Contract Terms & Conditions 

Appendix 2: Elrha Incident Prevention and Management Policy 

 

 

mailto:incidentreporting@elrha.org
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