JOINT INFORMATION SYSTEMS COMMITTEE (JISC)

INVITATION TO TENDER

JISC Digitisation Programme – Preservation Study
Summary
1. The Joint Information Systems Committee (JISC) invites tenders to undertake a study of the preservation plans and processes of the sixteen projects funded under Phase 2 of the JISC Digitisation Programme and identify any risks in terms of medium or long-term access to the digitised content.
2. The work should:

i. Study the preservation plans and processes of the digitisation projects, identifying possible areas of risk.
ii. Offer recommendations, at both an individual project level and for JISC as a whole, for processes and strategies for mitigating the risk.

iii. Provide case studies which would be helpful to the broader community
3. As well as liaising with the project and programme managers, the successful bidder will have access to project documentation delivered to JISC.

4. The deadline for proposals is 12 noon on Thursday 2nd October 2008.  The work should start no later than Monday 27th October 2008, and be completed by 31st March 2009.
5. Funding of between £40,000 and £50,000 is available for this work including all travel and other expenses and any VAT implications.
Background

6. The JISC (http://www.jisc.ac.uk) 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.  

7. 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.  
JISC Digitisation Programme

8. Following the success of Phase One of the JISC Digitisation Programme (www.jisc.ac.uk/digitisation), funding of £12 million was made available for a second phase, as part of JISC’s Capital Programme. The Capital Programme is funded by the Higher Education Funding Council for England (HEFCE) with contribution from the Higher Education Funding Council for Wales (HEFCW).
9. The sixteen projects funded under Phase Two are creating a range of digital content for the benefit of research, learning and teaching in HE and FE. Digitised material includes nineteenth-century pamphlets, historic newspapers, Pre-Raphaelite art, images of polar exploration, journals relating to Wales and Ireland and other valuable cultural and scholarly material.
10. The projects are being undertaken by a variety of different institutions, both within and outwith the UK Higher Education sector. Lead institutions include bodies such as the University of Southampton, the University of Cambridge, the University of East London, the British Library, the National Archives and Birmingham Museum and Art Gallery.

11. The projects started in Spring 2007 and are due to complete, at the latest, in March 2009. At the very least, each project must make its deliverables freely available to the HE and FE sectors for a period of five years from the date of project completion.
Sustainability and Preservation

12. The JISC is well aware of the issues relating to digital preservation and the long-term sustainability of digital resources. A number of requirements were embedded within the original call for proposals, (www.jisc.ac.uk/fundingopportunities/funding_calls/2006/05/funding_capital_digitisation.aspx) thus ensuring that projects developed robust plans to deal with sustainability (ensuring the continual running of the website over time) and preservation (ensuring continued technical access to the digitised data over time). 
13. So, for example, projects were asked to explore different methodologies so as to ensure a financially secure delivery platform could be developed. Methodologies included innovative collaboration and cooperation between the profit and not-for-profit sectors in the UK and abroad; engaging with national or institutional departments with long-term remits in this area; or exploring other forms of revenue generation such as via advertising.
14. Equally, projects were requested that their technical standards (e.g. file formats or metadata standards) complied with the JISC Information Environment and MINERVA Digitisation Guidelines, thus providing a solid basis for implementing a robust preservation plan.
15. As a result of these requests within the call, many of the projects are working in consortium with partners bringing specific expertise, whether it be in marketing, delivering or preserving digital content. For example, the consortium of RLUK libraries digitising nineteenth-century pamphlets is working with the publisher JSTOR. The British Library’s digitised newspapers are being delivered by Cengage Gale, with part of the revenue from subscriptions to the resource being used to ensure the continued availability of the platform. Meanwhile, the University of Cambridge’s Freeze Frame project is making use of the institution’s implementation of DSpace software to provide a preservation facility.
Framework for this Study
16. This particular study is being commissioned in order to gain a better understanding of the preservation element of the projects within the Digitisation Programme, studying the aspects which have required implementation during the life time of the project and also preservation plans for the future. It is anticipated the successful bidder will work with all 16 digitisation projects to explore these issues. 
17. A key component of the study will be to examine the preservation plans of the projects and accordingly identify potential risks in terms of sustaining medium or long-term access to digitised materials. This should be accompanied by recommendations as to how the risks could be mitigated. This could include both practical actions for individual projects that could be implemented in the short term, or more strategic recommendations which would need to be taken up by JISC (or even the broader community) as a whole. It is expected that the successful bidder will be familiar with the larger digital preservation environment, and in particular JISC work in the area.
18. This study is not intended to investigate the broader sustainability and business models underpinning each of the projects.  However, it is acknowledged these models will influence plans for digital preservation; the final deliverables should therefore analyse how the sustainability models have affected the different preservation plans.
19. It is likely that the successful bidder will, as well as looking at broader preservation plans, look at specific processes undertaken by the projects. These would include (but not be limited to):
i. Implementation of technical environments and back-up procedures

ii. Deployment of open standards and file formats 

iii. Use of metadata, including descriptive metadata but with a particular focus on technical and preservation metadata
20. Bidders should note that formative evaluation of the programme is currently being carried out, looking at all aspects of the projects’ work. In order to share information, the appropriate JISC programme managers will put the consultant undertaking this work in touch with the team undertaking the evaluation to ensure liaison with the projects is managed efficiently.

Deliverables 
21. Final deliverables should include:
i. A final report intended for JISC internal use.

ii. A public version of the above report.

iii. Up to four case studies, drawing from the reports created above, which look at the preservation issues relating to four of the digitisation projects.

22. A draft final report should be delivered via email by 28th February 2009 for consideration and input by JISC Executive.  The final version of the report should be delivered by 31st March 2009.  The content of the public version of the report and the case studies will be decided in consultation with the JISC Programme Manager.

Funding

23. Funding of between £40,000 and £50,000 is available for this work including all travel and other expenses and any VAT implications. Bidders eligible to apply for full economics costs (fEC) are permitted to do so, but JISC’s total contribution to the project will not exceed £50,000.
Timescale

24. The timescale is as follows: 

· The deadline for submission of bids is 12 noon on Thursday 2nd October 2008
· It is expected that bidders will benotified of the outcome of the evaluation process sometime in the week beginning Monday 20th October 2008.

· The contractor(s) will be expected to commencd work as soon as possible and no later than Monday 27th October 2008. 

· The successful bidder will be required to meet with relevant Executive staff in the early stages to discuss the requirements and ensure common understanding. Contact will be maintained during the lifetime of the project.

· A draft final report should be delivered via email by 28th February 2009 for consideration and input by JISC Executive. 

· The final version of the report should be delivered by 31st March 2009. 

Terms and Conditions 

25. JISC’s standard terms and conditions of funding can be found at: http://www.jisc.ac.uk/proj_tocgrants.html.  Bidders must view these prior to submitting a proposal.  The terms and conditions must be followed by all JISC project holders.    

Intellectual Property

26. The Intellectual Property Rights in the information provided in the final report and case studies, and the Intellectual Property Rights to all other outputs, shall become the property of the Higher Education Funding Council for England (HEFCE) on behalf of the JISC and the other funding councils.
Accessibility Issues
27. In line with government legislation and social exclusion initiatives, JISC is committed to providing resources that are accessible to a diverse range of users. In order to achieve this, all software and IT resources including project web sites should meet good practice guidelines pertaining to the media in which they are produced. Advice and recommendations for ensuring that IT based systems and tools are accessible is available from TechDis.

Data Protection and Confidentiality of Data
28. Project leaders must take account of the requirements of the UK Data Protection Act 1998 and any other relevant legislation, and should consult with their organisational Data Protection Officer regarding the possible implications of their proposed project. 
Management and Reporting
29. The project will be overseen by Alastair Dunning (a.dunning@jisc.ac.uk) based at the London JISC Office.

30. The successful bidder will be expected to follow the normal JISC project management guidelines http://www.jisc.ac.uk/fundingopportunities/proj_manguide.aspx including adhering to good project management practices, regular reporting and participation in meetings as appropriate.  Bidders are advised to view these prior to submitting a proposal.

Costing and Pricing a Proposal
31. 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.

32. 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.

Format of Proposals

33. A guide to bidding for JISC projects can be found at http://www.jisc.ac.uk/bidguide.html.  Tenders should include 
· A description of the proposed work.

· A detailed programme of the work to be undertaken, including a work plan showing key date/milestones and deliverables.

· A summary of relevant experience and technical knowledge to undertake the work proposed.

· Short descriptions of key personnel who would work on the activity, including relevant experience and qualifications.

· An assessment of the risks associated with the work and how these will be managed.

·   The proposed methodology to be used.
· A description of the envisaged final output.

· Where management responsibility for the project will rest.
· The total cost and a breakdown of costs across financial years (April-March) including a statement on VAT.  Staff costs should be broken down into the estimated number of days to be contributed to the project by each person/percentage of FTE; the cost per person; salary grade (if applicable).  Calculation of other costs, such as travel and subsistence; hardware and software (if applicable) should also be clarified.  All costs must be justified.  Transparent Approach to Costing (TRAC) methodology must be used to calculate costs in bids from UK HE institutions.  Any institutional contribution should be clearly identified.  See Appendix A for a template budget.
· A covering letter from a senior member of the organisation (Head of Department or higher in the case of an FE/HE institution) indicating support for the bid and strategic fit with the organisation/institution remit, and clarifying a contact person and details to whom queries and communication about the bid may be directed.  

· A completed cover sheet (attached at Appendix B).
Evaluation of Proposals
34. A selection panel will be established to review the bids received.  JISC’s procedure for evaluating bids can be found at http://www.jisc.ac.uk/fundingopportunities/bidguide/bideval.aspx.

35. Evaluation criteria, in no particular order, to be used to evaluate the proposals are as follows:
· Compliance with and understanding of the terms of reference; 

· Applicability of proposed methodology;

· Quality and feasibility of work plan and milestones;

· Relevance of the previous experience of the organisation and personnel involved in the project;
· Analysis and management of risks to successful completion of the study; 
· Value for money. 

Legal Requirements

36. Potential bidders should be aware that as a public body, JISC is subject to legislation such as the Race Relations Amendment Act, 2000, Equality Act 2006 and the Disability Discrimination Act 2005 (see http://www.hefce.ac.uk/lgm/drivers/).  JISC is also subject to the Data Protection Act 2003 and the Freedom of Information (FOI) Act 2000.  JISC requires any potential bidder to be aware of and abide by these regulations.

37. Any information that a bidder considers to be commercial in confidence will need to be put into a separate annex in the tender submission. JISC may still be obliged to make this information available if challenged. All tender submissions other than information in this annex will be deemed to be disclosable under the FOI Act. However, JISC would never disclose any information during the actual tendering process, to avoid any prejudice to this process
Submission of Proposals
38. The deadline for receipt of submission is 12.00 noon on Thursday 2nd October 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.  An acknowledgement of receipt of your bid will be sent to you.  If you do not receive such an email it is the bidder’s responsibility to contact JISC to ensure that the bid has been received by the deadline stated.

39. 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 and completed cover sheet) must be submitted in PDF format, as a single file and in a zipped fdolder if the size of the file exceeds 10Mb (note: any file exceeding 10Mb are likely to be returned by the mail server). 
40. Tenders should be no longer than 10 single-sides of A4 pages (including cover sheet and any confidential annexes) and should be typeset in Arial or similar font at the minimum of 10-point size.  Any bids exceeding the ten-page limit will be rejected by the Executive prior to the evaluation stage. All key information as outlined in the guidance on strecuture of proposal MUST be included within the page limit unless otherwise indicated.
41. Faxed or late proposals will not be accepted. 
42. Each bid must be accompanied by letters of support from an authorised senior manager at each institution/organisation named in a bid. The support letters do not count towards the page limit. 
43. Proposals should be emailed to Amy Laws, JISC Executive (a.laws@jisc.ac.uk) by the deadline. 

44. The JISC shall be under no obligation to accept the lowest, or any tender, and tenderers shall submit offers on the basis of so doing at no cost to the JISC.

45. The JISC reserves the right not to award a contract. 

Further Information

46. Enquiries relating to the content of the ITT should be sent Alastair Dunning (tel: 0203 006 6065, email: a.dunning@jisc.ac.uk). 
47. Enquiries regarding the submission process should be sent to Amy Laws (tel: 0117 931 7451; email: a.laws@jisc.ac.uk).  
JISC Executive 
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Appendix A

Example Budget for Tenders Submitted by UK HEIs

	Directly Incurred

Staff 
	October 08 –  March 09
	TOTAL £

	Post, Grade, No. Hours & % FTE
	£
	£



	Etc.
	£
	£



	Etc.
	£
	£



	Total Directly Incurred Staff (A)
	£
	£



	
	
	

	Non-Staff
	October 08– March 09
	TOTAL £



	Travel and expenses
	£
	£



	Hardware/software
	£
	£



	Dissemination
	£
	£



	Evaluation
	£
	£



	Other 
	£
	£



	Total Directly Incurred Non-Staff (B)
	£
	£



	
	
	

	Directly Incurred Total (A+B=C)

(C)
	£
	£



	
	
	

	Directly Allocated
	October 08– March 09
	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. 

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, there 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
	Cover Sheet for Proposals

(All sections must be completed)
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 Digitisation Programme

	Name of Tender:  Preservation Study
	

	
	

	Name of Bidder:
	

	Name of Proposed Project:
	

	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




� � HYPERLINK "http://www.techdis.ac.uk/" ��http://www.techdis.ac.uk/� 


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