Joint Information Systems Committee (JISC)

The Preservation of Web Resources Workshops and Handbook
INVITATION TO TENDER

Summary

1. This invitation to tender invites bidders to submit proposals to organise a number of workshops and to produce a handbook that specifically addresses digital preservation issues that are relevant to the UK HE/FE web management community.
2. The deadline for proposals is 12:00 noon on Friday 15th February 2008. The work should start no later than Monday 10th March 2008 and should be complete by 25th July 2008. 
Background

3. JISC
 is a joint body of the UK Higher and Further Education Funding Councils. It was established to support the further and higher education sectors in securing access to networked information. It does this by providing a network service and by funding development and services that support learning, teaching and research. JISC also works in partnership with the Research Councils on areas of mutual interest.  

4. The JISC’s mission is “to provide world-class leadership in the innovative use of Information and Communications Technology to support education and research”. JISC aims to provide an infrastructure, services and research and development programmes that are appropriate for the UK’s excellent standing in the global higher education and research community.
5. The contention underpinning this work is that there is insufficient sharing of practice and transfer of knowledge between the UK HE/FE Web Manager community, and the Digital Library and Digital Preservation communities. 
6. In common with organisations across all sectors, university websites are the principal digital marketing tool for those institutions and as such, they are required to look appropriate, function seamlessly and provide users with a wealth of easy to navigate and up-to-date information. What is often unacknowledged, however, is that these same websites may also be a unique repository for evidence of institutional activity which is unrecorded elsewhere, and, viewed collectively, may provide interesting insights into the development of Higher and Further Education digital initiatives over the course of the last fifteen years in ways that have yet to be formally codified.
7. There are a number of initiatives that crawl the web and harvest snapshots of web pages. The most conspicuous of these is Internet Archive
 which uses the phrase ‘universal access to human knowledge’. Whilst extraordinary in its scope and ambition, it logistically cannot guarantee to preserve all scholarly material in perpetuity and at best might be regarded as a tool of last resort. The UK Web Archiving Consortium
 has a remit to focus on UK-centric areas of content but again, is currently unable to offer itself as a comprehensive general web archiving solution for the whole of the UK HE/FE sector.
8. An indiscriminate approach to the harvesting of institutional websites will lead to a situation where no value judgements are made in the collection of individual pages and ephemeral and valuable contributions will be dealt with in the same way. If the potentially valuable pages are not archived with sufficient metadata associated with them, or they are impossible to subsequently authenticate as legally reliable versions of those pages, then the value of archiving them in the first place may be lost. A formal records management approach may be the appropriate response to handling certain kinds of web material and this assumes active management of the material throughout its whole life-cycle, an approach which is intrinsic to all preservation-related approaches.
9. Research and development into standards and metadata issues has, arguably, had a very limited impact on the issues that institutional web managers care about and opportunities to explore these issues in an atmosphere of knowledge transfer between communities may be very beneficial. 
10. To maximise the value of investing time and energy in the creation of web resources, consideration should be given to ‘future-proofing’ them as much as possible. Work has been carried out to assess the measures that institutions should apply when seeking to ‘mothball’ websites for projects that have concluded and consideration of these issues might usefully be a component part of the proposed workshops.
 
11. Reference to archived copies of institutional websites may be required for the checking of strategic, legal, financial, contractual or scholarly information and it is an increasingly commonplace notion that a significant amount of material is only recorded in the context of web pages. 
12. The amount of material that has been archived by various UK HE/FE institutions over the last fifteen years will vary enormously according to institutional archiving policies, but what is available may provide valuable insights into how collecting policies ought to be shaped in the future. Clearly not all online material needs to be preserved for the future, but choosing what should be kept and what can be disposed of may be informed by the demonstrable utility (or obsolescence) of existing archived material.
Aims and Objectives

13. The aim of this work is to raise awareness amongst the web manager community of the need to incorporate preservation strategy into key stages of the web management process. It is possible that this would increase the potential for the web resources they are responsible for to contribute more effectively, over a much longer time-frame, to a broader range of purposes that might relate to administrative, learning and research-oriented imperatives.
14. The objectives of this work are: 
a) To identify and contact relevant groups and individuals who are willing to present and participate in workshop sessions that address the issues set out above.

b) To quantify the number of workshop sessions that would usefully elicit contributions from relevant participants.
c) To devise a framework for the workshops that ties in as comprehensively as possible with the likely scope of the handbook, thereby maximising opportunities for the proceedings of the workshops to inform the handbook’s contents.
c) To convene, facilitate and record discussion at the workshops and ensure that maximum benefit is being derived from bringing representatives of different communities together.
d) To incorporate the proceedings of the workshops in a handbook, specifically aimed at web managers which aims to:


i) establish reasonable strategic principles for web managers to engage with preservation 
issues.

ii) lay out practical steps that can be taken to ensure that web material remains as 

accessible as it needs to be for all appropriate purposes.

Deliverables

15. The following deliverables are required:
a) A series of workshops (number to be determined) bringing together relevant individuals to address the issues described.

b) Workshop documentation and materials.

c) Workshop evaluation documentation.

d) A handbook addressing digital preservation issues for Web Managers.

16. An electronic version of the handbook will be made available on the JISC website for general dissemination to all relevant communities. It may also be useful to circulate printed copies of the handbook.
Funding Available

17. Funding of up to £60,000 (including VAT, travel and subsistence) is available for this work. Bidders who are eligible to apply for full economic costs (fEC) to their proposals are permitted to do so but the total funding from JISC will not exceed £60,000.

Timescales

18. The deadline for proposals is 12:00 noon on Friday 15th February 2008. Work should commence no later than 10th March 2008 and complete by the 25th July 2008. A draft version of the Handbook should be submitted via email to the JISC Programme Manager by 11th July 2008 for consideration and input by JISC Executive staff. The final version of the Handbook should be submitted by 25th July 2008.
19. The successful contractor(s) will be required to meet with the relevant JISC Executive staff in the early stages to discuss the requirements and ensure common understanding. At least one face-to-face meeting or telephone conference will take place (between the contractor(s) and representatives of JISC) approximately mid-way through the period of the work to ensure that satisfactory progress is being made. 

Terms and Conditions 

20. JISC’s standard terms and conditions of grant can be found at http://www.jisc.ac.uk/fundingopportunities/bidguide/proj_tocgrants.aspx. Bidders are advised to view these prior to submitting a proposal. The terms and conditions must be followed by all JISC project holders.
Intellectual Property

21. Any information gathered during the course of the project and not already in the public domain is deemed to be the property of HEFCE, on behalf of JISC and its funding partners. The information provided in the report, and the rights to all other outputs, shall become the property of HEFCE, on behalf of JISC and its funding partners, and JISC Collections.
Management and Reporting
22. JISC Project Management Guidelines indicate generally how JISC programmes and projects are managed. These can be found on the JISC web site at http://www.jisc.ac.uk/proj_manguide.html. The successful project will be overseen by Neil Grindley, JISC Programme Manager (tel: 0203 006 6059; email: n.grindley@jisc.ac.uk). As outlined in paragraph 18, the successful contractor will be required to provide a draft final copy of the Handbook as well as a final version. An interim report will also be required half way through the project. The contractor will be expected to agree a programme of work and timetable with the JISC Executive.
Costing and Pricing a Proposal

23. All bids submitted by UK higher education institutions should use the Transparent Approach to Costing (TRAC) methodology in order to cost the activity.  An Example Budget and guidance on the budgetary terms used can be found at Appendix A to this document. Bidders should then consider how they wish to price the activity (by considering the level of institutional contribution) in order to submit a competitive bid.

24. Other institutions and organisations submitting bids should use their usual costing and pricing practices but all costs should be clear and transparent, clarifying the number of days each individual working on the activity will provide, in order to assist the evaluators in determining the value for money of a proposal.

Structure of Proposals

25. The tender proposals should clearly identify:
· Previous relevant experience 

· The proposed methodology to be used

· A work plan with milestones and deliverables

· A description of the envisaged final output

· A risk assessment for the activities proposed

· The basis on which the fee would be calculated

· The staff to be used in the main areas of work

· Where management responsibility for the project will rest

26. Bidders should also include a completed cover sheet (Appendix B) including full contact details for a single point of contact for all correspondence, and a covering letter from a senior member of the organisation (Head of Dept. or higher in the case of an FE/HE institution) indicating support for the bid and strategic fit with the organisation/institution remit. A guide to bidding for JISC projects can be found at: http://www.jisc.ac.uk/bidguide.html.
Evaluation Criteria for the Bids

27. The key evaluation criteria will be:

· Compliance with and understanding of the aims and objectives; 

· Applicability of proposed methodology;

· Quality and feasibility of workplan and milestones;

· Relevance of the previous experience of the organisation and personnel involved in the project;

· Value for money. 

Bidding Guidance

28. A guide to bidding for JISC projects can be found at: http://www.jisc.ac.uk/bidguide.html.
Submission Details 

29. The deadline for receipt of submissions is 12:00 noon on Friday 15th February 2008. Late proposals will NOT be accepted. It is the responsibility of the bidder to ensure that the proposal has arrived by the deadline stated.

30. An electronic copy of the proposal should be received in PDF format by this deadline. This is an electronic-only submission process, therefore all documentation (including letters of support) must be submitted in PDF format, as a single file and in a zipped folder if the size of the file exceeds 10Mb (note: any files exceeding 10Mb are likely to be returned by the mail server).

31. Tenders should be no longer than 5 single-sides of A4 pages and should be typeset in Arial or a similar font at 10-point size (plus staff CVs of no more than 2 sides of A4 attached as appendices). All key information as outlined in the guidance on structure of proposals MUST be included within the five-page limit unless otherwise indicated.


32. Proposals should be emailed to: Amy Laws (tel: 0117 931 7451; email: a.laws@jisc.ac.uk). 

33. The JISC reserves the right not to award funding.

Further Information

34. General enquiries about this invitation to tender should be addressed to Neil Grindley (tel: 0203 006 6059; email: n.grindley@jisc.ac.uk).

35. Enquiries regarding the bidding process should be addressed to Amy Laws (tel: 0117 931 7451; email: a.laws@jisc.ac.uk).  
JISC Executive 

January 2007

Appendix A

Example Budget for Tenders Submitted by UK HEIs

	Directly Incurred

Staff 
	March –  July 2008
	TOTAL £

	Post, Grade, No. Hours & % FTE
	£
	£



	Etc.
	£
	£



	Etc.
	£
	£



	Total Directly Incurred Staff (A)
	£
	£



	
	
	

	Non-Staff
	March –  July 2008
	TOTAL £



	Travel and expenses
	£
	£



	Hardware/software
	£
	£



	Dissemination
	£
	£



	Evaluation
	£
	£



	Other 
	£
	£



	Total Directly Incurred Non-Staff (B)
	£
	£



	
	
	

	Directly Incurred Total (A+B=C)

(C)
	£
	£



	
	
	

	Directly Allocated
	March –  July 2008
	TOTAL £



	Staff
	£
	£



	Estates
	£
	£



	Other
	£
	£



	Directly Allocated Total (D)
	£
	£



	
	
	

	Indirect Costs (E)
	£
	£



	
	
	

	Total Project Cost (C+D+E)
	£
	£



	Amount Requested from JISC
	£
	£



	Institutional Contributions
	£
	£



	
	
	

	
	
	

	Percentage Contributions over the life of the project
	JISC

X %
	Total

100%


Explanation of Terms

All applications from UK HE institutions for development funding from JISC should be costed on the basis of full economic costs (fEC). fEC is the total cost of a project. All applications should be costed on academic year August – July. 

Projects should be costed using the TRAC Research indirect and estates charge-out rates, and TRAC fEC methods for Research. If a project is not classified as Research under annual TRAC the Research charge-out rates should still be used.  However, these is no need to amend the denominator or the numerator of the charge-out rate calculations to try to incorporate these projects.

Further guidance on fEC for JISC-funded research and development projects can be found at: http://www.jisc.ac.uk/fundingopportunities/bidguide/full_economic_costing.aspx 

Cost Headings

Directly Incurred

These are costs that are explicitly identifiable as part of the project, are charged at cash value actually spent and can be supported by an audit record. They include:

Staff – payroll costs requested for staff, full- or part-time, who will work on the project and whose time can be supported by a full audit trail during the life of the project. Academic-related staff who lead or work directly on a project should be classified as ‘researchers’ when costing the project and should be allocated indirect/estates costs. They should be included in the annual TRAC time allocation collection exercises when those are carried out, and their time on projects should be included in the denominator of the indirect and estates charge-out rate calculations when they are next calculated. 

Unless a member of staff will be spending 100% of their time on a project, all estimates of time on a project should be made in numbers of hours or days, for each year of the project. This should then be converted to a FTE for use in calculating the indirect and estate costs charges. 

Travel and Expenses – funds for travel and subsistence for use by staff who work on the project where these are required by the nature of the work. This should include attendance at programme meetings (two per year) and other relevant meetings dependent upon the project/programme.

Equipment – the cost of individual items of hardware or software dedicated to the project, including VAT, e.g. a computer for a newly recruited member of staff for the project.

Dissemination – the cost of any dissemination activities proposed for the project.

Evaluation – the cost of any formative or summative evaluation activities proposed for the project.

Other Costs – costs of other items dedicated to the project, including consumables, recruitment and advertising costs for staff directly employed on the project. 

Directly Allocated

These are the costs of resources used by a project, which are shared by other activities. They are charged to projects on the basis of estimates rather than actual costs and do not represent actual costs on a project-by-project basis. They include:

Staff – proposals will need to show the costs of any principal investigators/project directors and any co-investigators/co-directors if their time charged to the project is based on estimates rather than actual costs. This may also include the costs of technical and clerical staff, and if a project is buying a small amount of one or more of a person’s time. 

Estates – these costs may include building and premises costs, basic services and utilities, and any equipment maintenance or operational costs not already included under other cost headings.

Other Directly Allocated – these costs may include, for example, access to institutional research facilities such as equipment and IT systems. 

Indirect Costs

These include non-specific costs charged across all projects based on estimates that are not otherwise included as Directly Allocated costs. They include the costs of administration, such as personnel, finance, library and some departmental services. 

NB: Budgets should clarify the FTEs used to calculate the indirect and estates charges, and indicate which staff have been included. 

Indexation

Costings for subsequent years should factor in inflationary increases for salaries and other costs. All costings should be inclusive of any VAT applicable. 

Project Partners

Funding for project partners, e.g. staff time, should be clearly identified in the proposal under the relevant heading.  Resources to be provided by project partners, whether cash or in-kind contributions, should also be clearly identified in the proposal. 

Justification of Costs

All costs associated with the project must be fully justified. 

Virement

Directly Incurred Costs can be vired within the overall Directly Incurred budget heading, however, Directly Allocated and Indirect Costs cannot (they do not vary from the estimates made on project application).
Appendix B: Proposal Cover Sheet

	Cover Sheet for Proposals

(All sections must be completed)
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 JISC Preservation Programme: The Preservation of Web Resources Workshop and Handbook

	Name of Bidder:
	

	Name(s) of Project Partner(s):
	

	Full Contact Details for Primary Contact:

Name:

Position:

Email:

Address:

Tel:

Fax:

	Length of Project:
	

	Project Start Date:
	
	Project End Date:
	

	
	

	Total Funding Requested from JISC:
	

	
	

	Outline Project Description
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� � HYPERLINK "http://www.jisc.ac.uk" ��http://www.jisc.ac.uk�


� � HYPERLINK "http://www.archive.org/index.php" ��http://www.archive.org/index.php� 


� � HYPERLINK "http://www.webarchive.org.uk/" ��http://www.webarchive.org.uk/� 


� � HYPERLINK "http://www.ukoln.ac.uk/qa-focus/toolkit/mothballing-01/" ��http://www.ukoln.ac.uk/qa-focus/toolkit/mothballing-01/� 


� See overleaf for an explanation of the terms directly incurred, directly allocated and indirect costs.
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