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SECTION 1.  INTRODUCTION 

 
1.1. HSRAA BACKGROUND 
The Health Sciences Records and Archives Association (the operating name of 
Scientific Archivists Group Ltd), referred to hereinafter as “HSRAA” was established 
in 1981 as an unincorporated not-for-profit association, with the aim of exchanging 
knowledge relating to archives with scientific application. Since 2011 it has existed as 
a company limited by guarantee. Members include Archivists and Record Managers 
from many leading life-science organisations, commercial service providers and 
regulatory bodies. 

The group holds annual conferences to promote the exchange of information on the 
role of the Records Manager and Archivist within the life-sciences regulatory 
environment. Papers, presentations and lectures are published in the group's 
biannual journal along with current awareness features and topical articles to enable 
members to keep abreast of developments within the industry.  

HSRAA has strong links with the national regulatory body (Medicines and Healthcare 
Products Regulatory Agency or MHRA) which produces new guidelines and white 
papers on which HSRAA is typically invited to comment.   

For the current website, visit https://www.the-hsraa.org. 

 

1.2. PURPOSE OF REQUEST FOR PROPOSAL 
The purpose of this Request for Proposal is to identify (a) supplier(s) to assist with 
the organisation, administration and management of the HSRAA annual conference. 

HSRAA reserves the right to identify more than one supplier for the Service. 

 

1.3. CONTRACT TERM 
HSRAA intends to award a contract to a provider or multiple providers based on the 
responses to this RFP, effective on or around 1st May 2018. The initial contract 
period will be for one year from the date of award. 

SECTION 2.  GENERAL CONDITIONS 

 
2.1. DEFINITIONS 
Each entity receiving this Request for Proposal (“Request”) is herein referred to as 
the "Supplier".  The Supplier’s response (whether written or in electronic format) shall 
be referred to as the “Proposal”. The products and any associated services that the 
Supplier may provide as a result of the Proposal are herein referred to as "Services".  

 

2.2. REQUEST FOR PROPOSAL 
The Supplier shall analyse all sections of this Request and provide responses in 
accordance with its requirements.  The Supplier must furnish all information in the 
format and order requested.  ANY DEVIATIONS OR EXCEPTIONS TO HSRAA’S 
REQUIREMENTS MUST BE NOTED IN THE PROPOSAL.  Incomplete proposals 
that do not comply with HSRAA’s requirements may be disqualified. 

 

2.3. SCOPE OF PROJECT 
For the purpose of this bid, the scope includes: 
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• venue identification; 

• venue management prior to conference; 

• liaison with potential and confirmed speakers regarding attendance (excluding 
presentation content; 

• venue management during conference; 

• venue management activities post-conference  

 

2.4. CONDITIONS/ASSUMPTIONS 
The Proposal submitted by the Supplier must clearly explain all assumptions, 
conditions, exceptions, or limitations that the Supplier imposes on- or includes in- its 
Proposal. 

 

2.5. SUPPLIER QUALIFICATIONS 
The Supplier must be prepared to demonstrate that it can meet all the requirements 
detailed herein.  This may be based on evidence of the prior provision of similar 
services, the identification of transferable skills, and/or demonstrable experience of 
ability to perform the required services. HSRAA shall have the right to request 
additional evidence (e.g. sample references) to verify the Supplier's ability to meet 
the requirements of this Request. 

 

2.6. INCORPORATING SUPPLIER’S PROPOSAL INTO CONTRACT 
All Proposals, information, and responses from the Supplier must be submitted in 
writing; electronic submissions are preferred.  Unless specifically requested by 
HSRAA in writing, oral communications will not be admissible in connection with any 
Supplier Proposal.  All Proposals, information, and responses submitted by a 
Supplier will be incorporated into and made a part of any final agreement between 
HSRAA and the Supplier.  No such information or other material should be submitted 
that cannot be so incorporated into the agreement.  HSRAA RESERVES THE 
RIGHT TO DISQUALIFY ANY SUPPLIER THAT SUBMITS A PROPOSAL OR 
CONTRACT THAT DIRECTLY OR INDIRECTLY ATTEMPTS TO PRECLUDE OR 
LIMIT THE EFFECT OF THIS REQUIREMENT. 

 

2.7. ACCEPTANCE OR REJECTION OF PROPOSAL 
HSRAA may reject any or all Proposals for any reason, or may accept any Proposal 
or portion thereof. 

 

2.8. PROCUREMENT POLICY 
As a not-for-profit organisation, it is the policy of HSRAA to reduce current and future 
business costs wherever possible.  Due to internal policies and other operational 
considerations, the most financially attractive proposal may not be the most suitable 
proposal for HSRAA’s needs.  Cost benefits must be economically justifiable after the 
objectives for Products/Services have been met.  Individual Suppliers’ overall 
operations will be considered in determining which Proposal is the most appropriate 
for HSRAA’s needs. 
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2.9. HSRAA’S LIABILITY 
HSRAA shall incur no obligation or liability whatsoever to anyone by issuance of this 
Request or action by any party relative hereto. Only the execution of a written 
agreement will oblige HSRAA in accordance with the terms and conditions contained 
in such agreement. 

 

2.10. SUPPLIER COST 
Any costs incurred by the Supplier in responding to this Request or in support of 
activities associated with the Proposal to this Request are to be borne by the 
Supplier and are not reimbursable by HSRAA. 

 

2.11. PROPOSAL DUE DATE 
Proposals must be received no later than 18.00hrs on 31st March 2018. Proposals 
received after this time will not be considered. HSRAA shall be under no obligation to 
issue any extension to the due date, but may do so at its sole discretion.  Proposals 
may not be modified after submission. 

 

2.12. PROPOSAL ACCEPTANCE TIME 
All Proposals must be valid for a minimum of ninety (90) calendar days from Proposal 
due date. 

 

2.13. SUPPLIER RESPONSIBILITY TO RESOLVE QUESTIONS 
The Supplier understands and agrees that:  

(a) it has an affirmative duty to inquire about and seek clarification of any 
question or other item in the Request that the Supplier does not fully 
understand or that the Supplier reasonably believes is ambiguous; and  

(b) the Proposal submitted by the Supplier must explain all conditions, 
exceptions, or limitations included in any response by the Supplier to any 
question or other item in the Request.  All such questions must be submitted 
to HSRAA’s appointed contact by no later than 15th March 2018. 

Though not required to do so, HSRAA will make every endeavour to answer all 
questions from each potential Supplier.   

HSRAA will not provide answers to questions concerning:  

(a) the names of the HSRAA officers or members who will be utilising the 
Supplier’s Products/Services 

(b)  the names, numbers or locations of Suppliers receiving Requests, or  

(c) (c) any further information concerning other Suppliers receiving the Request. 

 

2.14. HSRAA CONTACT 
Any questions, clarifications or other communications concerning this Request must 
be directed to the following HSRAA personnel (herein referred to as the “Contact”): 

Russell Joyce 
HSRAA Conference Programme Organiser 
8 Ashwood Place, Bean, Kent, DA2 8BD. 
Email: events@the-hsraa.org 
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Reliance on information from any party other than HSRAA’s appointed Contact may 
place the Supplier in a disadvantaged position. 

 

2.15. SUPPLIER RELIANCE UPON ORAL REPRESENTATIONS 
For the purposes of this Request, no Supplier may consider any oral representations 
or statements by an officer, member, or agent of HSRAA to be an official expression 
on its behalf, unless such representations or statements are made in written 
communication from HSRAA and executed by the duly authorised contact listed in 
section 2.14 of this Request. All questions, answers, and statements from HSRAA 
covering any substantive matter associated with this Request shall be in writing and 
copies thereof shall be forwarded to all Suppliers. 

 

2.16. PROPOSAL SUBMISSION 
All Proposals shall be submitted complete and in writing.  Adherence to the following 
specific instructions is required to ensure an effective and objective evaluation of all 
Proposals.  HSRAA reserves the right to reject any Proposals that fail to comply with 
the format requirements. 

2.16.1.1. The Supplier may provide any supplemental correspondence or 
information in a written format of the Supplier's choice.  HSRAA welcomes 
general business and Service information from the Supplier as a 
supplement to the Proposal.  Such information will be integrated into the 
HSRAA's Supplier Library and used for research or sourcing for future 
procurements.  Such supplemental information must be provided in a 
separate document or as an addendum easily removed from the Proposal 
itself. 

2.16.1.2. The Supplier shall address all of the requirements set forth in this 
Request.  The Supplier shall clearly identify in bold, italicized print, any 
requirements that cannot be satisfied.  The Supplier shall follow the 
sequential order of the Request and cross-reference the Proposal to the 
numbering scheme utilized in this Request.   

2.16.1.3. The Supplier is encouraged to offer additional options beyond those 
specifically requested.  If the Supplier chooses to offer additional options, 
those additional options should be identified as “Enhancements” at the 
end of the Proposal section and correspond to the Request section being 
addressed. 

 

2.17. PRICING PROPOSAL 
A pricing proposal on all Products/Services required must be provided in the format 
set forth in Section 4.  If the Supplier wishes to propose an alternative pricing format, 
it should be identified by the Supplier and the reasons stated.  The Supplier must still 
present a proposal in accordance with required pricing format so that proposals can 
to be evaluated and compared on a life-for-like basis. 

 

2.18. DISPOSITION OF PROPOSALS 
Proposals received from potential suppliers will be opened in private within HSRAA.  
All Proposals and accompanying materials submitted in response to this Request will 
become the property of HSRAA and shall be retained by HSRAA. 
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2.19. CONFIDENTIALITY AGREEMENT 
Specifications, data, documentation, or other technical or business information 
(herein referred to as “Information”) furnished or disclosed to the Supplier hereunder 
shall be deemed the property of HSRAA. 

HSRAA shall keep in confidence all non-public information contained in the Proposal 
and shall not, without the Supplier’s prior written consent, disclose said information to 
any person or entity, except those of officers, members, agents and representatives 
of the HSRAA who directly require said information for the purposes of evaluating the 
Proposal.  HSRAA shall take all reasonable precautions to prevent information from 
being disclosed to any unauthorised person(s) or entity.  

 

2.20. PUBLICITY 
No references to HSRAA, any party affiliated with HSRAA, or HSRAA code names, 
drawings, specifications or the subject of this Request shall be used in any Supplier 
advertising, promotional efforts or any publicity of any kind without the prior written 
permission of HSRAA. 

 

2.21. CONTRACTUAL COMMITMENT 
Terms, including detailed provisions on price, delivery, warranties, remedies, 
specifications, acceptance, and training will be agreed between HSRAA and the 
Supplier prior to execution of a formal contract and prior to the Supplier initiating 
performance on behalf of HSRAA. 

 

2.22. RIGHT TO AMEND REQUEST FOR PROPOSAL 
HSRAA reserves the right to amend this Request for Proposal in any manner prior to 
contract award.  In the event of any amendments, HSRAA will notify all responsible 
Suppliers. 

 

2.23. RIGHT TO CANCEL REQUEST FOR PROPOSAL 
HSRAA reserves the right to cancel the proposed acquisition at any time prior to the 
execution of a written contract without incurring liability to HSRAA, if in its sole 
determination, its best interests will be best served by doing so. 

 

2.24. RIGHT TO SHARE PROPOSAL WITH CONSULTANTS 
In order to secure expert opinion, HSRAA reserves the right to share, with any 
consultant of its choosing, the Request, and any resultant Proposals. 

 

2.25. NEGOTIATIONS 
HSRAA may enter into negotiations with more than one Supplier simultaneously and 
may enter into a written agreement with any Supplier. 

 

2.26. UNSUCCESSFUL RESPONSES 
HSRAA will use best endeavours to notify each Supplier in writing and as soon as 
possible the decision arising from evaluation of Proposals.  HSRAA has no obligation 
to make public the detailed results of Proposal evaluations, the reason a Supplier 
was not successful, or the name of the Award Recipient.  Although not obliged to do 
so, HSRAA may at its discretion conduct debriefings for Suppliers whose proposals 
were unsuccessful  
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2.27. RESPONSE DATES 
The Supplier will be evaluated on its adherence to the response dates set forth 
below.  HSRAA may decide, at its sole discretion, to terminate any relationship with a 
Supplier that fails to comply with these dates, and rescind this Request and any 
implied or express agreement between the parties (HSRAA and the Supplier).  The 
dates set forth below may be changed by HSRAA with written notice to the Supplier. 

 

 

DATE  EVENT 

05-March-2018  Release of the Request 

15-March-2018 
 

Submission of Supplier questions in accordance with 
Section 2.13 

23-March-2018  HSRAA answers to the supplier questions 

31-March-2018  Proposal Due Date 

14-April-2018  HSRAA’s decision / Supplier selection 
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SECTION 3 – STATEMENT OF WORK 

3. Overview 

The HSRAA Operations Committee is currently operating on reduced numbers and is 
struggling to secure volunteers to supplement the Committee. Consequently, there is 
often insufficient volunteer resource to ensure scheduled tasks are progressed in a 
timely manner without negatively impacting on a volunteer’s working day and/or 
personal life. The HSRAA Operations Committee has therefore agreed to outsource 
specific tasks related to its annual conference with the intention of reducing the 
burden on Committee members and other HSRAA members. 
 
The Services to be outsourced and detailed in the requirements section below are: 

• venue identification; 

• venue management prior to conference; 

• liaison with potential and confirmed speakers regarding attendance (excluding 
presentation content); 

• venue management during conference; and 

• venue management activities post-conference 
 

3.1. Requirements 

 

Req. # Requirement Description 

3.1.1.  Venue selection 
The Committee will provide initial guidance in terms of 

• desired geographic location e.g. outside UK, central UK, London 
region 

• estimated delegate numbers 

• estimated room numbers 

• number and capacity of meeting rooms 

• general meeting requirements e.g. room layout, refreshment 
needs, AV needs 

• budget range for delegate accommodation and delegate rate 
 
By the end of January1, the Supplier will deliver a short-list of potential 
venues that can meet all requirements, for consideration by the 
Committee. The short-list will include the following details: 

• Name and location of venue 

• Cost per hotel room per night (single occupancy, B&B) 

• Minimum number of hotel rooms chargeable to HSRAA 

• Cost per day delegate (fully inclusive) 

• Cost for breakout rooms, if required (e.g. for Committee meeting 
and/or workshops) 

• Cost per head for conference dinner 

• Estimated cost of drinks reception 

• Estimated costs for hire of audio-visual equipment 

• Any additional costs  
 
The HSRAA Committee will decide with which venue to proceed. 

  

                                                           
1 Depending on when the contract is awarded, timelines may be adjusted for Year 1. 
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Req. # Requirement Description 

3.1.2.  Venue management prior to conference 

The Supplier will liaise with the selected venue to secure a contract that 
is aligned with the requirements identified by the Committee. The 
HSRAA Chair/Treasurer will approve the final contract. The Supplier will 
communicate with the HSRAA Committee on an as-needs basis to 
resolve any issues that may arise with the selected venue. 
 
The Supplier will keep the venue appraised of any issues that may arise 
in the period prior to the conference.  
 
The Supplier will request delegate numbers and room requirements 
from HSRAA and forward these to the venue at the appropriate time i.e. 
a final rooming list. 
 

3.1.3.  Speaker liaison 

The HSRAA Conference Programme Coordinator will identify speakers 
for the conference sessions. When an individual has agreed to 
participate in the conference as a speaker or as a workshop leader, 
relevant details will be passed to the Supplier e.g. name, title, company, 
presentation title, presentation abstract. From that point forward, the 
Supplier will be the primary contact point rather than the Conference 
Coordinator. The Supplier will be in regular communication with the 
presenter to ensure the following: 
 

• completion of Presenter Details Form 

• provision of a speaker biography and photograph 

• provision of a 3-4 sentence presentation summary for the 
agenda, the conference website, and delegate pack 

• maintenance of the conference agenda 

• allocation of complimentary day delegate and conference dinner 
tickets to speakers (where required) 

• clarification of the HSRAA expenses reimbursement policy and 
identification of any expense reimbursement requests  

• presentation of final speaker expense requests to the HSRAA 
for approval prior to the conference 

• resolution of any issues arising from speaker’s attendance at the 
conference 

• obtaining confirmation from the speaker that a replacement 
speaker of equal substitution is identified and available in the 
event of non-attendance by the speaker,  

• escalation of any unresolved issues to the Conference 
Programme Coordinator and/or Committee, as needed 

• provision of presentation slides in Microsoft PowerPoint format 
ahead of the conference 

• where agreed beforehand, submission to the HSRAA 
Publications Editor of a written summary of the presentation 
within 4 weeks of conference closure.  
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Req. # Requirement Description 

3.1.4.  Venue management during conference 

The Supplier will be present and readily available at the conference 
venue throughout the duration of the conference. The Supplier will be 
responsible for the following: 
 

• Liaison with the venue to ensure that all agreed facilities and 
services are provided as requested and agreed.  

• Registration of delegates, ensuring only fully paid delegates gain 
admittance to the conference and any associated workshops, 
activities or events (e.g. drinks reception, conference dinner) 

• Communication and resolution with venue and venue-related 
staff of any issues relating to the venue e.g. air-conditioning, 
lighting, audio visual provision, availability of internet connection, 
refreshments, room suitability etc 

• Availability and display of HSRAA banners  

• Resolution of any issues arising from delegates attendance at 
the venue e.g. room allocation / suitability / condition, transport 
issues etc 

• Distribution and subsequent collection of conference feedback 
forms  

 

3.1.5.  Post-conference activities 

The Supplier will be responsible for the following tasks once the 
conference is over: 
 

• distribution of attendance certificates to all attendees who 
signed-in 

• compilation of event feedback data and provision of summary 
report 

 

 

3.2. Project expectations and deliverables: 

 

HSRAA will evaluate each response to this Request for compliance with the 
requirements outlined in this document.  
 

SECTION 4 – PRICING PROPOSAL 

 
The Supplier will provide HSRAA with 

(a) a comprehensive pricing proposal aligned with the specific requirements laid 
down in this Request for Proposal; and 

(b) applicable standard payment terms. 
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SECTION 5 – QUESTIONS FOR SUPPLIERS 

The Supplier will provide HSRAA with detailed information addressing the following. 

(a) The full name, address and telephone number of the Supplier’s business 
location, including the telephone number and e-mail address of the contact 
person Request for Proposal. 

(b) The number of similar clients/events provide to others by the Supplier in the 
previous 36 months. 

(c) The structure of the Supplier’s organisation e.g. sole trader, limited company, 
number of employees etc. 

(d) Business continuity arrangements to be effected in the event that the Supplier 
is unexpectedly unable to deliver the services required.  


