Invitation to Quote for a new design image and logo for publicity
and a website with linked social media channels for Scottish
Borders Heritage Festival and Forum

Contract to be managed by Live Borders on behalf of Borders
Heritage Festival and Forum

To be issued Monday 8th May 2017

Deadline for quote Tuesday 30" May 2017

Confidentiality and Copyright clause:

This document is for the use only of the recipient.

Permission is required from Live Borders prior to disclosure to other parties. Neither the
whole nor any part of this document may be reproduced or transmitted, in any form or by any
means, except in a document replying to this tender.

The information contained in this document is confidential. All intellectual property, business
plans, product intentions, documents, methods of operation and information relating to the
same for the purpose of conducting discussions or undertaking work, and the systems,
procedures and products developed through the award of the contract will remain the
property of the Client. The successful supplier will acknowledge all Intellectual Property
Rights to the Client in the contract for award of the contract.

It is to be understood by applicant organisations that no fees are payable by any party for the
guotation process.
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Quotation Process

This document provides the background information, sets out the main items required in the
guotation and sets out guidance for the submission of the quotation. Should any clarification be
required please direct all enquiries to:

Susan Garnsworthy, Funding and Projects, or Lisa Denham, Creative Communities Manager
Live Borders

St Mary’s Mill

Selkirk TD7 5EW

Susan.garnsworthy@LiveBordersl.org.uk Or ldenham@LiveBordersl.org.uk

01750 726400

Developers wishing to quote for the development of this project should provide an estimate of costs
based on the information given in this document.

Costs should be clearly broken down into component parts and fully itemised.
The criteria for award of contract will be based on:

Comprehensiveness of response to requirements

Showing a clear understanding of the project’s objectives

Demonstrable experience of similar projects

Demonstration of ability to offer creative solutions for meeting the project’s objectives
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Price and perceived overall value for money
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Context and Background

A partnership between Live Borders and Scottish Borders Council with support from a range of
public, private and voluntary sector organisations, businesses and groups is delivering an exciting
programme of events for the Borders Heritage Festival in September 2017, linked to the major
national theme Year of History, Heritage and Archaeology in 2017. Day to day management is by
Live Borders on behalf of the partnership, which has been successful in securing external funding
to support the programme and marketing for the Festival.

The Borders Heritage Festival, was established in 2009 and has achieved considerable growth in the
last 2 years with a dedicated professional coordinator and plan.

Key Aim: The main aim is to attract new visitors to the Scottish Borders from across the United
Kingdom and beyond through programming new and innovative events promoting the unique
history, heritage and archaeology of the Scottish Borders and showcasing the natural, built and
cultural environment and landscape.

Longer term aim is to continue to grow the Borders Heritage Festival, to strengthen the history,
heritage and archaeology sectors, both professional and voluntary to deliver exciting and attractive
events and activities and market and publicise these successfully through collaboration and working
together. The Border Heritage Forum was established in 2016 after consultation with the heritage
sector in order to take forward these aims and the website is intended to be a primary
communication tool for the Forum as it grows and develops along with the Festival.

What is Borders Heritage Festival? A coordinated and in certain cases curated events programme
of high profile special events, performances and activities in September 2017 in historic sites,
historic houses, archaeological sites, museums, libraries and natural locations, across the Scottish
Borders, building on the platform established over the last 2 years by Borders Heritage Festival,
which has been developing since 2009 and has achieved very considerable growth in the last 2 years
with a dedicated professional coordinator and plan.

Special events include:
Lighting the Borders - Tower House and Historic Sites Event programme on opening weekend

1 -3 September - a journey through the Scottish Borders landscape and history, from ancient times
until the 20" century over the opening weekend to celebrate and start “Borders — Where People
Place & Myth Meet” to mark 2017 Year of History, Heritage and Archaeology. We shall highlight
over 20 locations across the Scottish Borders. The sites will be lit by spot lights, colour washed,
beacons and lamps and will remain lit during the three day period to form a light chain across the
Borders. We are planning performances of site specific theatre, music, talks, exhibitions and historic
re-enactments at each location.

Illuminating the Past 29th and 30" September - a Lantern lit Medieval and Early Music performance
at Melrose and Dryburgh Abbeys featuring professional musicians. The programme will include a

performance of the Hawick Missal Fragments, first performed after centuries in 2012, when it was



transposed by a musicologist and performed at special events in the Scottish Borders. The Missal

Fragments will be on display.

“ Where Teviot Rins” will be a bespoke performance presented in the Wilton Lodge Park newly
refurbished walled garden, in the heart of Hawick, celebrating the rich life and history of the Teviot
River (which runs through the park) in story and song.

This event will build on a river walk organised by artist Andrew Mackenzie during his creative
residency with the Scottish Borders Council Flood Protection Scheme, engaging the public through
art with the proposed flood defences.

Working with local historian lan Landles, river users and local musicians, the performance will be a
narrated exploration of the history of the River Teviot telling the unique story of the links between
the geography of the region, its people and how it developed from agricultural to industrial to the
present day.

Design Brief

The Borders Heritage Festival already had a design image and logo which were developed by the SBC
Communications and Graphics team. However with the move away from direct SBC management
and delivery it is considered a good time to review this image and logo and create a brand which is
fit for purpose and engaging for the wider public and a range of audiences.

It might be possible to refresh or tweak the logo in some respects, or use elements of it, in order to
provide continuity, or it may be felt best to make a complete break and start with a fresh image and
logo. We require a logo for the Borders Heritage Forum that is akin to but separate from the Borders
Heritage Festival logo.

The overall aim would be to reflect the strong traditional heritage of the Scottish Borders whilst at
the same time demonstrating that it is an area with a strong contemporary culture and an
entrepreneurial and independent ethos.

The Cultural Strategy for the Scottish Borders articulates an aim that “By 2019 the Scottish Borders
will be recognised and celebrated for what it is — one of the richest, most distinctive and diverse
cultural regions in Scotland” and we would like to demonstrate some of this rich and diverse culture
in the website for the Borders Heritage Festival and Forum.



Website Development

The primary aim of the website development is to offer an easily accessible web platform for all
Borders Heritage Festival events in the Scottish Borders to use, in order to encourage and increase
both local and tourism visits to the Scottish Borders. Customers/users will be the local population
and visitors to the area.

It will function as an ongoing marketing resource for community and voluntary groups and
organisations in the Scottish Borders as well as local and tourism businesses and venues. These will
form the stakeholder base. Staff or volunteers will be responsible for updating their information and
uploading information on events and activities to the site. Some events and activities information
will be input by the Borders Heritage Festival coordinator or the marketing assistant and they will be
responsible for monitoring and checking all entries before they go live on the site.

Secondary aim is to develop an online space for forum members to communicate with each other to
discuss ideas and projects, upload meeting notes, etc.,

Aims and Objectives

Website needs to be visitor focussed and easily navigated
Search engine optimised

Built/Optimised for browsing on mobile and tablet devices
Easily maintained

Accessible for all clients to upload their data

Able to be reskinned or changed easily to accommodate any changes or opportunities in the
heritage sector or incorporate any special branding for festivals or Event Scotland theme years.

The site will operate as a portal for access to other websites for key heritage venues, sites and
organisations as well as cultural venues such as Heart of Hawick, Eastgate Theatre and MacArts
Centre.

Password entry member’s area/chat room for Borders Heritage Forum

We expect the designer and web developer to work with the staff in Live Borders, the BHF
coordinator and members of the Borders Heritage Forum, to scope and plan the site and offer advice
and guidance on a customer focussed approach.

We would expect the site to be developed so it is as future proof as possible and can be easily
developed for future requirements. It is not initially intended we shall sell tickets, offer
accommodation or packages from the website, however the capability to do this should be explored.



We would like the ability to sell space to members and partners in the form of pages or page parts
with text, photographs and web links.

Structure

The site should provide visitor information on all heritage events, activities and venues in the
Scottish Borders. It should be attractive, using good quality, contemporary design and actively
promote and encourage visits.

It should be possible to navigate the site by specific areas of the overall region ie Look at events in
Peebleshire or Berwickshire, only.

The CMS system should be template based in order to ensure that there is consistency of
information and visual elements.

There will need to be three sections:

Venues and Visitor attractions, which remain the same with the capacity for updating as required
Events and Activities, which should display in calendar date or be searchable by genre or category
Members Area, with password access to documents, discussions, etc.,

Additional templates should allow for adding special promotions, competitions and offers.

We will require guidance on how to ensure that visitors can navigate/search the site to reach the
content they are interested in, as quickly as possible.

Content

Borders Heritage Festival Coordinator and the Marketing Assistant (temporary graduate intern post)
will be responsible for supplying the initial content. We shall work with key partners to expand
content and be responsible for contacting all existing partners and potential clients to update them
on this development and confirm their interest in providing content.

Social Media — how will twitter and social media feeds integrate with the website — | would ask the
web develop to specify this in his submission.

Functionality

The site is intended initially as a shop window for the Borders Heritage Festival. However as the
Borders Heritage Forum develops it activities and plans, the site will be a key channel of
communication for the Forum and the heritage sector more widely. Heritage venues and attractions
are an important element of the sector and we would aim to make their details clearly available on
the site.



It would be very helpful to include either a link or some information on key transport providers for
visitors.

Visitors should be able to view activity from the existing Borders Heritage Festival Twitter and
Facebook feeds, as well as linking to the Live Borders website and other partners websites.

We would be interested in considering an integrated newsletter option, using an open source option
such as mailchimp or whatever the developer would recommend. Costs for incorporating this
element should be clearly indicated.

CMS Wordpress would be preferable —the recommendation is that Wordpress is easier to use. We
would expect you to recommend the CMS based on your experience. You can recommend a
proprietary CMS based on your experience but should indicate the likely costs and be clear about
the advantages and disadvantages.

Hosting — we require the appointed developer to manage the hosting for the first year and provide
details of your proposed solution with all costs.

Search Engine

Search engine marketing is important for this new site in order to grow the number of actual visitors
to the site, and to venues and events in the Scottish Borders, from the current demographic and
customer base. We require the appointed developer to demonstrate experience in this area, advise
us and deliver:

Keyword research

Site optimisation

Link building

Analytics and reporting

Ongoing management and optimisation

Design requirements

We are keen to establish a strong design brand for the Borders Heritage Festival and think we need
to develop a new logo or refresh the existing logo.

We need to incorporate the funders logos in the site, currently Scottish Borders Council, Live
Borders, Event Scotland, Creative Scotland, Fallago Trust and Museums & Galleries Scotland.

All background colours, text and design elements should be able to be changed in a consistent
manner across the site by the administrators.



Security

Adequate records should be maintained of all work carried out and the chosen developer must
demonstrate ability to provide continuous operation of the site together with complete data backup.
All developments carried out on the software will be engineered in such a way that at the end of the
contract the system can be handed over to the Client or another Third Party to run on a suitable
system. The system developer will, wherever possible, use industry-standard tools (e.g. CMS).
Responses should note which tools are proposed.

Intellectual Property

Unless otherwise expressly stated, copyright or similar rights in all material designed, prepared and
presented on the final approved site, including graphical images, will be owned by Borders Heritage
Forum on behalf of the Borders Heritage Festival, which does not have an independent legal status.

Accessibility
The site should meet all relevant accessibility standards.

Timescales

We are aiming to choose and award a contract for the website development by Monday 5" June
2017. The site should be developed and built during June and July 2017 so that we can aim for it to
go live towards end of July 2017.

Budget

A budget allocation of £5,000 is available for this new development. We anticipate committing a
maximum of £4,000 to the website design, development and build with some initial training and
using the balance of £1,000 for additional marketing, design, social media training and development
work to support the profile of the on-line site for the Borders Heritage Festival and the Borders
Heritage Forum.

We would anticipate that training sessions would be delivered to the Borders Heritage Festival
coordinator and marketing assistant, with the possibility of at least 3 training sessions for Borders
Heritage Forum members during August or September. We would expect a simple instruction
booklet to be generated on “How to use the Borders Heritage Forum website. (Contract

Live Borders on behalf of Borders Heritage Forum and Festival requires a prime contractor to
manage this tender and operation of the website for the initial year of activity. In April 2018, we
would consider whether to continue with the contract in the new financial year 2018-19, dependent
on either Live Borders or Borders Heritage Forumsecuring funding for ongoing support of the
Borders Heritage Festival and website. Decisions would also be based on levels of satisfaction with
the first year of operation. The contract will be awarded to one organisation although the prime



contractor can choose to subcontract some or all of the roles to third parties. However tenderers
should clearly identify any subcontractors (either individuals or companies) in their submission.

The deadline for submission of any quotation is 12 noon on Tuesday 30" May 2017 and we would
expect the successful contract or to commence in early June 2017. Quotations may be submitted
electronically or in writing and should be addressed to:

Susan Garnsworthy,

Funding and Projects Manager
Creative Communities, Live Borders
St Mary’s Mill

Selkirk TD7 5EW

Susan.garnsworthy@LiveBordersl.org.uk

01750 726400
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