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Copyright Information 
This document is the proprietary and exclusive property of ActionAid UK (referred as ActionAid UK) except as otherwise indicated. 
No part of this document, in whole or in part, may be reproduced, stored, transmitted, or used for design purposes without the prior written permission of ActionAid UK.
The information contained in this document is subject to change without notice.
The information in this document is for information purposes only. 
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4 Organization Information 
ActionAid works for a world where the most vulnerable and forgotten can become valued and powerful.

Our top priority is to end the inequality that keeps women and girls locked in poverty, and to restore the rights denied them from birth.

We want to see women and girls out of danger, out of poverty and on track to create the future they want. 

We work across Africa, Asia and Latin America, every day, all year round.

We listen to, learn from and work in partnership with 15 million of the world’s poorest and excluded people.
More information on the organisation will be made available upon request or can be accessed through our website www.actionaid.org and www.actionaid.org.uk
5 Current Situation Overview

ActionAid UK is part of the ActionAid Federation, and as such plays a key role in global fundraising. ActionAid UK is dependent on systems and technology to deliver the key strategic objectives and the out-sourcing partner will play a key role in supporting our ambitions laid out in our strategy. 
The Legacy and In Memory team at AAUK work within the Public Fundraising department. The Legacy team is responsible for acquiring new Legacy givers, managing long term supporter journeys to retain and develop the relationship with Legacy givers and raise unrestricted income. This is achieved through various activities inclusive of; supporter communications and feedback on their impact, a supporter magazine, social media and digital marketing, TM activity and events. 
As part of this, the Legacy Team offer supporters the opportunity to write their Will through offline Will schemes. We are already members of the National Free Wills Network. The Legacy Team are interested in offering a new online Will scheme to our supporters, to continue to improve supporter experience and raise unrestricted income to support ActionAid UK projects across the world.  

6 Project Purpose & Scope

This request for proposal (RFP) is established on behalf of ActionAid UK to pitch for the opportunity to quote for and provide an online Will-writing service which AAUK can continually offer to a wide range of supporters from January 2024. 
Programme Objectives/Scope 
· Provide an online Will writing service 
· Ensure a positive user experience for Will-makers 
· Improve inclusion of gifts in Wills and conversion rates 
· Consistently monitor and provide reporting on Will scheme performance 
· Gather insights into Will-makers and recommendations to optimize marketing as appropriate to improve uptake of the Will scheme 
· Enable testing of different campaigns to improve marketing and supporter journeys going forward 
7 Requirements Detail
Expectations of the Will scheme:

· Providing an online, accessible service for a variety of will-makers  

· Accessible contact details for support for will-makers

· Promotion of gifts in Wills
· Appropriately priced Wills 

· Package, membership or pay as you go fees 

· Clear guidance and overview of the scheme for Will-makers 
Expectations of the Will scheme provider:

· Experience providing will-writing services to and working with Charity partners 

· Account management and support 

· Relevant legislative and data protection knowledge 

· Relevant compliance knowledge and expertise 

· Reporting and analysis of campaign performance 

· Accurate and secure data storage as appropriate 

· Values and policies in line with AAUK’s values and policies

· Potential risks and mitigation e.g. potential contested cases and how these are resolved/ ensure Will-maker has capacity to make decisions/ undue influence 
8 Vendor Instructions

Please provide a proposal that outlines the Will-writing service provided and the Will scheme providers experience and expertise, including: 
· Completed pricing template provided by AAUK, including any costs or fees not outlined in the template
· Current and previous experience working with charity partners, with contactable references 

· Results from campaigns with current or previous charity partners, providing key KPIs from reporting such as Will-maker feedback and experience reviews, Wills written using the service, details on residuary and pecuniary gifts left in Wills and donations made to charity partners. Please share an overview of all key KPIs, including those not listed above, relevant to the will-writing service provided. 
· Relevant legislative and regulatory knowledge 

· Details on account management and support given on campaigns and testing 

· Data security standards and processes to protect data
· Campaign reporting and analysis 
· Any policies and evidence of compliance with said policies that align with AAUK’s policies and values, including but not limited to: sustainability, feminist leadership principles and anti-racism and decolonisation. 

· Potential risks and mitigation e.g. potential contested cases and how these are resolved/ ensuring Will-makers have capacity to make decisions/ undue influence 
· Overview of how complex Wills are managed, including defining when a Will is not able to be written through the online service and what the process is for managing this. 
· Run through of the Will making process and how it would look to use the service, as well as anonymised Will templates 
8.1 Schedule for Evaluation Process

The expected timeline for the evaluation and decision-making process is as follows

	Process step
	Date

	RFP & Tender documents distributed to vendors
	November 2023

	Opportunity for vendor meetings with ActionAid UK staff
	As requested by vendors or AAUK pending availability 

	Deadline for RFP responses
	Invitations to tender will be sent to providers and RFP will remain live on AAUK website for a total of 3 weeks

	Vendor interviews
	As and when required 

	Selection of vendor/contract negotiation
	Following satisfactory review of RFPs and vendor meetings with AAUK

	Contract begins
	Following appointment of vendor 


8.2 Proposal Submission & Contact Information

Please submit electronic copy of your proposal, including all supporting documentation to:

	Name
	Contracts and Procurement Manager

CommercialUK@actionaid.org 

	Company
	ActionAid 

	Address
	33-39 Bowling Green Lane, 
London, 
EC1R OBJ


	Phone
	02013 122 0561

	E-mail
	CommercialUK@actionaid.org 


Contact Person(s) for any questions about the RFP by email only.
	CommercialUK@actionaid.org Cordelia.powell@actionaid.org 
	Contracts and Procurement Manager 
Legacy and In Memory Specialist 


8.3 Proposal Format

A vendor’s internal template for responses to RFP will be accepted. The New Supplier Questionnaire provided herewith has to be answered and attached along with the proposal.
8.4 Notifications

Vendors will be notified regarding requests for additional information, formal presentations and the outcome of the selection process through email.
9 Basis of Award
All proposals become the property of ActionAid UK and will be evaluated by the IT RFP Review Team. 
Evaluation and selection of vendors to provide products and services as defined in this RFP to ActionAid UK will be based on the following criteria, which are given in no specific order. 
· Price
· Cultural fit

· Company history and stability

· Robustness of project systems and processes in place

· Depth of overall experience 
· Quality assurance offered
· References provided
· Expertise of proposed team

· Timely and complete response to RFP

Weighting to scoring will be determined along these areas:

	User friendly experience 
	Price 
	Cultural fit 
	Experience and expertise of team/ Will writer 
	References
	Reporting

	15%
	10%
	25%
	25%
	10%
	15%


The RFP Review Team reserves the right to accept or reject any or all RFPs received. 
The RFP review team is comprised of; 

Jo Armah-Kinson (Contracts and Procurement Manager ActionAid UK)
Georgia Earl (Head of Legacies and In Memory, ActionAid UK)

Cordelia Powell (Legacies and In Memory Specialist, ActionAid UK)

Angela Sikuade (Legacy Case Administration Specialist, ActionAid UK)

The RFP Review Team reserves the right to negotiate with respondents to this RFP, within the requirements of the RFP, to best serve the interests of ActionAid UK. However, vendors must not assume an opportunity to negotiate and are cautioned to submit their proposals on a best and final basis since an award or decision is likely to be made without further negotiation based on pricing and terms of the original submittals. Accordingly, all requirements must be included with your initial offer. 

All proposals submitted will be considered to be proprietary by ActionAid UK and will not be released to any outside party, in part or in total unless required by law. Neither the transmission of this RFP to a prospective bidder nor the acceptance of a reply shall imply any obligation or commitment on the part of ActionAid UK. 
If vendor needs to take exception to anything under the RFP, these exceptions must be clearly identified on the RFP response. 
All prices and conditions must be shown. 
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