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Executive Summary:
This document is an Invitation to Tender (ITT) for the provision of a new Herefordshire & Worcestershire Chamber of Commerce (HWCC) training course. Companies are invited to quote for the delivery of an Introduction to Finance for the Non-financial Manager training course to be delivered on behalf of the Chamber.

The Chamber delivers a wide portfolio of over 200 training courses a year to a large number of delegates from across Herefordshire, Worcestershire and beyond. All Chamber training courses and bespoke solutions are delivered to the highest standards by professional and highly qualified trainers and consultants. Chamber Business Training has an enviable portfolio of clients ranging from small to medium enterprises to larger multi-nationals and our flexible approach makes us a first-choice training provider for many local firms.
[bookmark: _Toc517169986]Business requirements:
· An appropriate course outline (1-2 pages maximum)
· Detailed examples of delegate handouts
· A full day course or half day course 
· To deliver one free training course before any paid courses are scheduled as a trial 
· On completion of the free training course, to deliver a minimum of two courses per year at the discretion of the Training Manager
· Flexibility in delivering the course across both our Worcester and Hereford offices
· Delivery as a bespoke in-house course at company premises if required
The key objectives for the new training course are:
· To train delegates in a specific topic 
· To engage and inform Members and Non-members 
· To widen the range of training offered by HWCC
· To encourage membership retention
	Event
	Date

	Invite to Tender released
	20th April 2026

	Response to Tender deadline
	22nd May 2026

	Shortlist
	25th May 2026

	Notification of results of shortlisting
	29th May 2026

	Interviews 
	W/E 1st June 2026

	Preferred supplier chosen
	5th June 2026



[bookmark: _Toc517169988]
Specifications:
HWCC welcomes suppliers to present ideas regarding the content of the training course to enable the course including the content and delivery. The course must run to specific timings to fit into our training portfolio. Full-day courses run from 9.00am-4.00pm with a mid-morning and mid-afternoon break and a 30–45-minute lunch.
The course will run a minimum of twice per financial year with the opportunity to deliver this across both of our Hereford and Worcester offices as well as a bespoke in-house training course at company premises. 






Public Courses:
To deliver the agreed training on the agreed dates, to take place at Severn House, Prescott Drive, Warndon Business Park, Worcester, WR4 9NE, The Shell Store, Canary Drive, Skylon Park, Hereford, HR2 6SR or virtually via Zoom.
· The trainer will deliver one free training course in line with the published course overview ensuring each objective is met, before any paid courses will be scheduled.
· To deliver a minimum of two public courses per year as agreed with the Training Co-ordinator upon the successful completion of a free training course.
· To ensure all training materials, course outlines and course notes are branded to the Chamber guidelines.
· To arrive at the designated training venue no less than 30 minutes before the start time of the course. 
· To complete the training course no earlier than 15 minutes before the scheduled finishing time, unless previously agreed with the Training Manager.
· To ensure an up-to-date version of the course notes has been sent to the Training Manager a minimum of 2 working days before the date of the course.
· To ensure that a Chamber feedback form is completed by each delegate attending the course and that these forms are collected by the trainer and returned to the Training Co-ordinator on completion of the course.
· The trainer must be flexible to work across Herefordshire and Worcestershire if required.
· The Chamber reserves the right to cancel training courses, up to 1 week before the delivery date without payment to the trainer, should the target number of attendees not be reached.
[bookmark: _Toc517169991]Bespoke Courses:
HWCC often delivers bespoke in-house training courses for both Members and Non-members of the Chamber when the company requires a course for more than six delegates. 
· The trainer must be willing to deliver any bespoke training course within the Herefordshire and Worcestershire region on the agreed dates and at the agreed time with both the Chamber and the client. 
· The trainer must be flexible on content of bespoke courses and to be willing to tailor the course to suit the business where applicable. If a fee needs to be charged for extra content changes, this will be agreed prior to the course by the Training Manager.
[bookmark: _Toc517169992]Trainer Background:
To ensure the same standard of training is delivered by the Chamber, each trainer must provide relevant references.
· The trainer must be able to provide adequate references, showing their ability to deliver the agreed training courses and/or similar courses
· If applicable, provide proof of appropriate qualifications
· To provide several case studies/testimonials from previous course attendees.
· To provide training supplier history
· A short professional bio (50-80 words)
[bookmark: _Toc517169993]Chamber Membership:
As the Chamber is a not-for-profit membership organisation, all trainers must hold a valid Chamber membership throughout the duration they are delivering training courses.
· As a Chamber trainer, the trainer will not promote or undertake any services under his/her own or association business, without the written consent of the Chamber, where the client has been sourced via the Chamber.
· Not without prior written approval from the Chamber, acquire any business or other interest which may be considered to compromise the independence and objectivity of the services provided to Chamber members from the Chamber. 
· The successful supplier to the tender will be required to sign a Chamber Supplier Contract, detailing provision of the training fee and other general terms and conditions.
[bookmark: _Toc517169994]Tender submission:
The supplier’s tender document must include full details of how the training course will fit into the training course portfolio and fit into the specified course objectives. 
[bookmark: _Toc517169995]Submission Process:
Each tender submission will be processed after the deadline date, with successful candidates shortlisted and invited to the Chamber for an informal interview to discuss the tender application further. Successful shortlisted candidates are asked to bring with them the course outline, course content, proof of qualifications (if applicable) and testimonials along with any other relevant supporting data to their interview. All applicants will be contacted via email if successful and have made it through to the shortlisting stage. 

Contacts:
Responses to the tender should be sent to Amanda Swingewood - training@hwchamber.co.uk
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