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This template helps you to set out your tender for a single design contract when working in partnership. It covers 3D exhibition design and build, 2D creative direction and title treatment but can be adapted to different approaches. It is particularly helpful for organisations interested in promoting reuse.
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[Exhibition Title] Design and Build Brief for Touring Exhibition Invitation to Tender (ITT)

3D EXHIBITION DESIGN AND BUILD, 2D CREATIVE DIRECTION AND TITLE TREATMENT [DATE]

Note the Appendices mentioned will be sent to parties registering interest via [Contact Name] [Email Address]
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1.	Invitation to Tender:

The purpose of this document is to invite tenders for a single contract to carry out the design (3D design and 2D creative direction and a title treatment) and build of the exhibition ‘[Exhibition Title]’ (name TBC, subsequently known as [shorthand name] in this document) which will be shown at [first venue] and subsequently tour to a minimum of [enter number of subsequent legs] further UK venues, our partners in the [Network Title] (see below). 

This document constitutes an Invitation to Tender (ITT). Subsequent sections describe the background to the project, the work to be done under the contract and the details needed for the tender.

You are advised to ensure you are fully familiar with the nature and extent of the brief. If you have any queries in relation to the ITT, please contact:

[Name of the person managing the ITT process]
[Address of their institution]

[Telephone number:]
[Email address:]

[bookmark: _Toc152680309]2.	Background:

[A succinct description, providing an overview and strategic context for the network project, possibly taken directly from the Network Partnership Agreement] 

The [name of first venue] will be showing [shorthand name] from [dates of display] and it will subsequently tour to [number of tour legs] partner venues

· [Second leg of tour – museum name] [dates of display]
· [Third leg of tour – museum name] [dates of display]
· [Fourth leg of tour – museum name] [dates of display]
Add/remove as necessary

[bookmark: _Toc152680310]3.	Key Project team members: 

[Copy and paste necessary contacts from Project Directory in the Touring Exhibition Partnership – Memorandum of Understanding]

[bookmark: _Toc152680311]4. 	Statement of intent:

[A few sentences introducing the exhibition, the Big Idea which underpins the show, and your vision for the overall visitor experience]

[bookmark: _Toc152680312]5. 	Project description and scope of works:

Please see Interpretation Plan (Appendix 1 – note Appendices will only be sent to designers who register their interest via [enter lead contact email address] for full details, summary below.
[bookmark: _Hlk55906639]
[bookmark: _Toc152680313]5.1 	Target audiences

The exhibition is aimed at the below target audiences (using the [name of museum’s audience segmentation model adopted for this exhibition] segmentation system), with primary audience(s):

· [Detail of primary audience(s) for the exhibition]

              And secondary audience(s):

· [Detail of secondary audience(s) for the exhibition]

Additional audience considerations:

· [Detail any other notes on audiences, particularly in relation to the tour]

[bookmark: _Toc152680314]5.2 	Content overview

The exhibition will explore [number] key [messages] (see table in Interpretation Plan for details and example objects):

· [Key message 1]
· [Key message 2]
· [Key message 3]
Add/remove as necessary

	[Input further detail on the content and thematic structure of the exhibition]

[Information on how the content will be adapted at each of the partner venues]

[bookmark: _Toc152680315]5.3 	The look and feel

[Detail the visitor journey and arrival at the exhibition]

[Reference the visual elements of the design you wish to see, for example, colourful, contemporary and unexpected]

[Reference the tone and atmosphere of the design, for example, serious, playful and reflective]

[Reference the branding and identity, for example, particular style guidelines and features]

[Could include visual references, like a mood board or draft sketches] 

[bookmark: _Toc152680316]5.4 	Reference points

Tonal references:

· 

Structural references:

· 

Additional references:

· 

[bookmark: _Toc152680317]5.5 	Interpretive principles

[An opportunity to provide the designers with further instruction on the interpretive plans, assumptions and structures in the exhibition, for example:

Will the interpretation be single- or multi-vocal?

Which visitor learning styles will the exhibition suit?

What modes of interpretation will the exhibition forefront?

How will you engage both your primary and secondary audiences?]

[bookmark: _Toc152680318]5.6 	Overarching learning outcomes

[A list of the key observations, theories, issues and insights you would like audiences to take away with them following their visit to the exhibition - could refer to the NCCPE’s Generic Learning Outcomes]  

[bookmark: _Toc152680319]5.7 	Community engagement

[How will communities, and the exhibition’s target audiences, feed into and shape the design and interpretation of the exhibition, for example, should a certain m2 of the floorplan be set aside for the output of community collaboration, or will this be embedded throughout. Detail whether the design team will be expected to participate in any community engagement activity, including attending workshops, preparing specific presentations, or working to longer timescales to allow for more in-depth engagement.]

[bookmark: _Toc152680320]5.8 	Artist collaborations

[If you are, how is the project collaborating and commissioning artist(s) – detail how this will impact the design and interpretation of the exhibition]

[bookmark: _Toc152680321]6. 	Display locations:

[bookmark: _Toc152680322]6.1	Venue 1 – [Name of first museum]

[Provide key information on the exhibition space, including m2 area, key limiting factors e.g. pinch points in access which determine the maximum sizes of setworks, key assets to be re-used e.g. wall systems - link to gallery plan in Appendix 2] 

The following [number of touring venues] additional displays will be funded by separate budgets and the contractor will not be expected to design them but the overall look and feel for the [name of first exhibiting space] exhibition will feed in to how we will develop them.

[bookmark: _Toc152680323]6.2 	Venue 2 – [Name of second museum]

[Key information on the exhibition space, including m2 area, key factors, and key assets to be re-used e.g. wall systems - link to gallery plan in Appendix 3]

[bookmark: _Toc152680324]6.3 	Venue 3 – [Name of third museum]

[Key information on the exhibition space, including m2 area, key factors, and key assets to be re-used e.g. wall systems - link to gallery plan in Appendix 4]

[bookmark: _Toc152680325]6.4	Venue 4 – [Name of fourth museum]

[Key information on the exhibition space, including m2 area, key factors, and key assets to be re-used e.g. wall systems - link to gallery plan in Appendix 5]

[bookmark: _Toc152680326]6.5 	Venue 5 – [Name of fifth museum]

[Key information on the exhibition space, including m2 area, key factors, and key assets to be re-used e.g. wall systems - link to gallery plan in Appendix 6]
	
[bookmark: _Toc152680327]7. 	Existing assets:

As mentioned above, we need the designer to work with our existing assets. [Decision to be made and communicated here on which elements will be toured, if any]

[bookmark: _Toc152680328]7.1 	Exhibition structures

· [For example, flexible temporary wall system
· Panelock or equivalent system, etc. 
· More detail could be linked to in an Appendix]

[bookmark: _Toc152680329]7.2 	Showcases
	
[Refer to the list of cases available at each venue, and consider adaptability at partner spaces]

[bookmark: _Toc152680330]7.3 	AV
	
[Consider whether all of the partners can provide their own AV equipment to limit the kit that needs to tour, and who will manage this installation] 

[What other existing assets could the design contractors reuse?]

[bookmark: _Toc152680331]8. 	Design service requirements:

[bookmark: _Toc152680332]8.1 	Title treatment 

[Description of the title treatment the team would like for the exhibition, for example, a vibrant, futuristic and accessible title treatment to help convey the themes and content of the exhibition]

[Detail how and where the title treatment will be used, for example, for marketing across digital and print media, including billboards and social media]  

[Reference how this will be used in-house, for example, do you require a style guide with colour references and templates for how the title treatment should be applied to on-site graphics and marketing materials]

[bookmark: _Toc152680333]8.2	2D

Creative direction for the exhibition, to be applied in all [Total number of venues] display areas, ideally with a [for example, bold unifying motif, colour scheme, illustrative or graphic style etc.] or similar (referencing the title treatment).

A style guide with [for example, colour references, templates, and a graphic hierarchy suitable for the interpretation]

[Potentially relate this to the brand guidelines of one of the partner museums, which could be linked to as an Appendix or provided on appointment] 

We would expect the graphic hierarchy to include some or all of the below: 

· [For example, Intro panel and word limits]
· [Primary/Secondary group labels]
· [Key object label etc.]
· [Could want to add some distinguishing designs for certain elements, for example, if the exhibition is multi-vocal] 
· [Design backdrops for cases]

[To decide and note here - Will the artworking be done in-house or does the contract need to cover this]

[bookmark: _Toc152680334]8.3	3D

3D design of the exhibition setworks, making use of existing systems held by the partner museums [for example, is there use of an existing wall system and cases at each], allowing flexibility. 

[How will the key messages/themes/strands of the exhibition work together, consider the modularity of the design and how it can be reconfigured to fit the gallery specs of the partner venues]   

[Consider which elements of the 3D design will be integrated or standalone] 

[How you would like the designers to detail the objects display. For example:

· Theme groupings/sub theme groupings/key objects 
· Display method i.e. on floor/plinth. In case/on wall/suspended. Fixings required. With/without mount, display plinth.
· Power required  
· Suggest wall space required for each object and each theme and case dims for each grouping
· Object mounts if required]

[Detail the design of any plinths, including the number of objects, whether they are on open or closed display and what audience they should be suitable for]

[Any additional designed elements of the exhibition, for example, artist display or hands-on interactives] 

[bookmark: _Toc152680335]8.4 	Layout

Design of overall layout at the [Name of first venue] including [for example, location of cases, setworks, AV etc.] with attention to visitor flow [for example, is there a prescribed route]

[The partners will use their own design teams to plan the layout for their spaces based on that for the [Name of first venue] and the details provided]
   
[bookmark: _Toc152680336]8.5 	Build and installation

Produce a build cost plan for discussion and allow time for value engineering in consultation with the team. 

Supply, install and snag the 3D exhibition as agreed. 

Circulate an Operations & Maintenance manual for a setworks assembly and cleaning guide. 

[Decide and note here, who will produce the graphics, is there resource to do this in-house?]

[If available, detail how many technicians would have capacity to assist with the installations] 

[The partner venues anticipate installation of the setworks without additional help] 

[Detail any project team inspections and sign-off processes, for example, material samples will be required for testing and sign-off prior to production]

[bookmark: _Toc152680337]8.6	Enabling, touring and specification

Specification of any enabling works required to achieve the scheme.

Specification of how the exhibition will tour [for example, including how it will be packed into cases etc. and the creation of a digital touring pack to include design and interpretation assets for tour partners]

[Detail some of the key touring requirements: 

· For example, it must be suitable to tour around the UK, to at least four venues across 3 years
· Lightweight (build items should not require more than two people to install or carry them, and be moved using standard handling equipment) – with ease of packing and transport considered
· Size of component parts will need to fit into packing crates – that can fit into the smallest doorways/lifts/gallery entrances of the partner venues (detailed above at 6.0)
· May want to detail any existing crates you wish the designers to spec for, potential Appendix
· Hardwearing – designed to withstand transportation around the UK. Attention should be paid to finishes for robustness with a view to minimising attendance or allowing quick paint touch ups between venues, avoiding lacquered surfaces
· The exhibition must be constructed in such a way that it is quick and easy to assemble, reconfigure and dismantle (the setworks will ideally be suitable to be constructed by the technical teams at the venues themselves) – could detail particular materials and fixing methods 
· Likely to involve using elements of existing kit in each venue e.g. cases, wall systems etc. which do not travel with the exhibition
· Whether any elements are single use and need to be reproduced at each venue e.g. vinyls, if so this should be factored into the project budget]

[bookmark: _Toc152680338]8.7 	Sustainability

We believe the cultural sector has a critical role to play in addressing the climate crisis – and that responsibility must reach beyond exhibition content to how exhibitions are designed and delivered. We are interested in how touring exhibitions can be produced in a way that encourages reuse, reduces waste, pools resources and can be used as case-studies for low-carbon projects.

We expect the appointed design and build team to consider how they can:  

1. Make use of existing materials and assets like display cases and plinths  
2. Design for reuse  
3. Use low carbon materials  
4. Help reduce the impact of touring  

As a partnership we are assessing the environmental impact of our exhibitions using the Gallery Climate Coalition’s CO2e calculator. To do this as accurately as possible, we need to collect data from all contractors on the materials used and transport undertaken in relation to the exhibition. A CSV template will be provided to you, so that data can be submitted in the correct format. 

[Refer to helpful resources, like the Design Museum’s Sustainability Guidance, in particular their material decision tree on page 23 and the corresponding RAG table for designers, which could be included here. Likewise, the Rethinking Touring Exhibitions Toolkit, which was developed in partnership between the Art Fund programme, Going Places, the Design Museum, and The Exhibitions Group.] 

[Link to the Environmental Responsibility Guiding Principles document as an Appendix or begin to list some of the design requirements, for example:

· Re-use existing kit wherever possible
· Use materials which are less carbon intensive:
· Wood obtained from managed forests (FSC approved)
· Recycled plastics and rubber
· Reclaimed acrylic and PVC
· Water-based inks
· Solvent-free non-flammable adhesives
· All paints are to be VOC free, or low VOC if VOC free is not available
· Designed so that individual components are easily retrieved at the end of their life either for reuse or recycling]
 	
[bookmark: _Toc152680339]8.8 	Accessibility

[See if one of the partners has an accessibility policy/guidance for the design of exhibitions – this could be linked to as an Appendix, with some key information listed here, for example:

· Well-lit, clear and legible text with consideration of placement
· Full wheelchair access
· Dementia friendly
· Any seating to include arm rests/supports] 

[bookmark: _Toc152680340]9. 	Exclusions from the contract:

[This is an opportunity to clarify any elements of the 3D exhibition design and build, 2D creative direction and title treatment which the contractors are not expected to cover or include in their ITT response, for example:

· Content and interpretation for the scheme will be developed in-house
· Graphic design artworking, production and installation for graphics 
· Case layouts and internal mounts 
· Object conservation
· Lighting] 

[bookmark: _Toc152680341]10. 	Budget:

[Include an estimated budget breakdown]

[bookmark: _Toc152680342]11. 	Governance: 

[This is an opportunity to outline how you would like the designers to work with the project team, and describe some of the expectations, for example:

· Work closely with the project team to ensure all designs convey themes and tones appropriately
· Liaise with project team members and partners to ensure the final files are all in suitable formats for artworking 
· Coordinate and manage any subcontractors employed by you to deliver the contract, etc.]

[bookmark: _Toc152680343] 12. 	Approvals / Assurance:

Approvals will be provided by:

Assurance will be provided by:  

[Outline the sign-off process, for example, at each design stage (concept, scheme and detailed designs) plans will need to be presented to and signed-off by the Approvals team. This process will include a PDF and presentation, with a chance for questions and clarifications. Further assurance will be sought internally during this feedback period from the Assurance team. Written feedback and approval (with any comments) will be sent by the team to the designer]

[bookmark: _Toc152680344]13. 	Approximate programme of works:

[Include an approximate programme of works, for example:]

	ACTIVITY/OUTPUT/MILESTONE
	START DATE
	END DATE

	Exhibition design – kick off meeting
	
	

	Concept design (inc title treatment concept) signed off
	
	

	Scheme design including outline cost plan agreed and signed off (allowing time for value engineering). Title treatment complete
	
	

	Exhibition text and images signed off 
	
	

	Detailed/technical design signed off with review of detailed cost plan
	
	

	Build contractor preliminaries etc.
	
	

	Off-site exhibition build
	
	

	On-site build
	
	

	Object and graphics installation
	
	

	Previews
	
	

	Opens to public
	
	

	Exhibition closes at Venue 1
	
	

	Object de-installation
	
	

	Packing for tour
	
	

	Transport to Venue 2 
	
	

	Install at Venue 2
	
	

	Transport to Venue 3
	
	

	Install at Venue 3
	
	



[bookmark: _Toc152680345]14. 	Tender Response:
	
Tenders must be received by [time and date]. Submissions should be made electronically to [lead contact] ([email address]).

Documents may be sent in MS Word or PDF format. Receipt of submissions will be acknowledged by email.

If you are planning on tendering, please notify [lead] by email so that you can be sent the appendices mentioned here and updated on any clarifications. Clarifications may be asked by email until the [date], answers will be collated and replies sent by the [date]. [Decide whether you can accommodate site visits] 

Tender responses will be evaluated by [Names of evaluating team], with interviews if necessary, on the [date]. We hope to appoint the contract during the week commencing [date].

[bookmark: _Toc152680346]14.1 	Supplier selection and award/evaluation criteria

Respondents should demonstrate their ability to meet the criteria by supplying the following, ideally listed as below [amend chart as necessary]:

	Category 
	Required Response
	Weighting

	Fees for design and build
	Fixed price fee proposal for the elements above, itemising your fee (including any comments). Costs should be quoted ex-VAT and include all expenses including your travel and subsistence. 
	
We anticipate that total budget including your design fee and build will be in the region of [£ enter total]
	40%

	Experience
	Three recent example projects that demonstrate your ability to successfully deliver this contract. The examples should be of a similar scale and scope to this contract in terms of services required.

Ideally to include experience of:
· Touring exhibition experience
· Family-friendly design
· A sustainable approach to materials and processes
· One or more title treatments 

Please provide budget (both design fees and total design and build cost) and contact details for any example projects noted. We reserve the right to contact any of these previous clients.

Please provide enough visual examples of the work completed so that we can make an assessment of your skills and the scope of work you have completed previously and make clear where any aspects of the projects you are using as examples were completed by others.

Please detail key members of your proposed team including relevant experience and location.

If you do not intend to deliver any aspect of the contract yourself (such as the build) then please state who you would likely use on this project. If they were not involved in the projects supplied as examples of the above, then please supply adequate examples of their work that demonstrates their adequacy to work on this project. Please also outline when you have worked together in the past and supply examples if this relationship has not been demonstrated by other material.

	30%

	Approach to this project
	A brief statement of approach and method to this project. This should include:
· An outline of your potential approach and method for this project 
· A draft programme including the hours/days you propose to spend on the project
· A reflection on any risks or issues that you feel would be relevant to this project
	30%

	Details of your company history and profile 
	Company information to include:
· Sustainability policy
· Health and safety policy, example risk assessments and method statements along with any other relevant information.
· Accounts information (including the last two years’ sets of accounts)
	Pass/fail

	Contact
	A suitable single point of contact for all correspondence, include email address, postal address and telephone number(s).
	



[bookmark: _Toc152680347]14.2	Public funding 

[Suppliers and those organisations looking to bid for public sector contracts should be aware that if they are awarded a new contract with a publicly funded body, the resulting contract will be published. In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security.]

[bookmark: _Toc152680348]15.	Contract Terms and Conditions:

[Include T&C’s from purchasing institution]
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