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Section ‘A’ Introduction and Guidance 
 
 

1. Introduction 

1.1 Purpose of this document 

This Request for Quotation (RFP) been issued by the National Memorial Arboretum (“the Arboretum”) 
and invites you to submit a proposal for the evaluation of the project ‘Archiving Remembrance: The 
Arboretum at 25'. Archiving Remembrance is made possible with The National Lottery Heritage Fund. 
Thanks to National Lottery players, we have been able to set out on this project to safeguard the 
Arboretum’s heritage for years to come. 
 

1.2 Project Purpose and Background 
 
The National Memorial Arboretum, part of the Royal British Legion, is the UK’s place to remember, an 
inspirational landscape freely open to all. Situated at the corner of the National Forest in Staffordshire, 
the Arboretum is home to over 25,000 trees and 400 memorials dedicated to military, civilian and 
voluntary organisations who have served our nation. It is a place where all can celebrate lives lived and 
remember lives lost. 
 

The Arboretum holds a wealth of uncatalogued photographs, documents, media, personal collections and 
ephemera, much of it dispersed, unrecorded, or at risk. As the National Memorial Arboretum approaches 
its 25th anniversary, Archiving Remembrance seeks to capture, preserve and celebrate the site's unique 
heritage, safeguarding a collection that tells the story of its conception, growth, and role in shaping 
contemporary Remembrance.  
 
Through this project, we aim to: 
 
• Develop a professional, sustainable archive accessible to all 
• Create policies, systems, and infrastructure that will ensure long-term archival care and community 
access 
• Work with volunteers, staff, and diverse communities to catalogue existing material and collect new 
contributions 
• Deliver a programme of research and engagement culminating in a 25th anniversary exhibition and 
publication 

 

1.3 Guidance 

a. Please keep responses in numeric order and concise. 
b. Suppliers are requested to include a single point of contact in their organisation for their response to the 

RFP. The Arboretum will not be responsible for contacting Suppliers through any route other than the 
nominated contact.  Should this contact change, it is the responsibility of the Supplier to notify the 
Arboretum of this fact. 

c. The Arboretum may request a Supplier to provide additional information, supplementing or clarifying any 
of the information provided in response to the requests set out in this RFP.  Conversely the Arboretum is 
not obliged to seek clarification where information is missing or conflicting. 

d. If any information is found to be untrue, falsified or misrepresented now or at a later date, the Arboretum 
has the right to exclude the Supplier from further proceedings.  In the case where an agreement or 
contract has been formed, the Arboretum has the right to immediately cancel the contract and seek 
damages under applicable law. 

e. The Arboretum will not reimburse any costs incurred by Suppliers in connection with the preparation of 
their responses to this RFP or any other Supplier documentation. 
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f. Any potential conflict of interest must be disclosed to the Arboretum in writing. Any conflict of interest 
identified will be considered and evaluated by the Arboretum. The Arboretum has the sole discretion to 
take the steps they deem necessary to resolve the conflict. 

g. Though the Arboretum fully intends to proceed through this RFP process the Arboretum is under no 
obligation to proceed to purchase or any other stage.  

1.4 Clarifications 

a. Please email any clarification questions on this RFP to Aaron Rossi, Exhibitions and Heritage Manager 
ARossi@thenma.org.uk. The deadline for the submission of clarification questions is at 12:00 noon GMT 
on 16/12/2025.  

b. It is the Arboretum’s intention to manage this process fairly and transparently. Please assist us with this 
by communicating only with the given email addresses (above), until any Contract has been awarded or 
you are notified otherwise. 

1.5 Timings 

 
Activity Date / Period / Target 

RFP Issue Date 09/12/2025 
Clarification Submission Deadline 12.00 midday 16/12/2025 
RFP Submission Deadline 12.00 midday 05/01/2026 
Target Interview/Decision Date 13/01/2026 
Evaluation period 14/01/2026 – 02/04/2027 
Final evaluation presented 23/04/2027 

 

1.6 Format 

The RFP shall be submitted in electronic format (this document – completed by the Supplier) via email to 
ARossi@thenma.org.uk to be received before 12:00 noon GMT on 05/01/2026.  Proposals may be 
submitted at any time before this.  The submission shall be in English and in a format that can be read by 
Adobe Acrobat or Microsoft Word.  Suppliers must not submit marketing material or any other documents 
in addition to the documents requested as part of the Quotation. 

The words ‘Archiving Remembrance: The Arboretum at 25 Evaluation’ must be included in the email 
header and, where you need to send more than one email, include which number/of how many emails is 
being submitted. For example, Email number 1 of 3. 
 
Should you need to submit a proposal in a different format because of access requirements please contact 
ARossi@thenma.org.uk  

1.7 The Arboretum reserves the right to: 

a. Amend the terms and conditions of the RFP process. 
b. Correct any omissions or inaccuracies in the RFP documents and to clarify and/or amend any of the 

requirements. 
c. Advise any Supplier exceeding the page size/word count limit that its Quotation is non-compliant and will 

not be evaluated. 
d. Offer more than one contract should it so wish. 
e. Cancel the RFP at any stage. 
f. Not select the lowest cost bid, or any bid, for Contract Award. 
g. Call for new proposals should it consider this course desirable. 

1.8 Receipt of RFP Responses 

Any RFP that is received after the deadline may be rejected and not considered for evaluation. 
In the event that a Supplier has submitted a Quotation which does not comply with the RFP requirements, 
the Arboretum may exclude the Supplier from further participation in the process. 

mailto:ARossi@thenma.org.uk
mailto:ARossi@thenma.org.uk
mailto:ARossi@thenma.org.uk
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Offers must remain open for 120 days, and prices fixed for 12 months from date of submission. 

1.9 Selection 

The technical and commercial responses will be scored and a supplier selected based on the suitability 
of their proposal.  
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Section ‘B’ Requirements 
 
 

2. Requirements 
 

2.1 Objectives 
 
To produce an evaluation of Archiving Remembrance: The Arboretum at 25 which:  
 
§ Evaluates the extent to which Archiving Remembrance: The Arboretum at 25 achieved project 

objectives (see 2.2. Brief) and pathways through which these were achieved 
§ Summarises the process of the archive’s development and the ways in which community voices have 

helped to shape it 
§ Summarises learnings from the programme to shape best practice 
 
2.2 Brief 

 
Project Structure  
 
Archiving Remembrance: The Arboretum at 25 will commence in early 2026 with the recruitment of a 
freelance Heritage Project Manager  (0.4 FTE, 18 months) who will oversee the delivery of the funded 
programme. The Heritage Project Manager will support the recruitment of a freelance Project Archivist 
(1 FTE, 12 months), who will plan, develop documentation and procedures, and support the 
construction of a space for the archive itself over the course of a year leading up to its launch. The 
Heritage Project Manager will also recruit a freelance Heritage Engagement Coordinator (40 days), who 
will work to engage volunteers, diverse local communities and other Arboretum stakeholders with 
material from the archive to support its direction and development. New Heritage Engagement 
Volunteers will be recruited as part of the project, and alongside existing volunteers will receive training 
in archiving, collections care and oral history gathering.  
 
The project will begin with a review of existing heritage material at the Arboretum, which has already 
been subject to an initial sorting and analysis as part of a consultation phase. New heritage material will 
be gathered for the archive throughout the project – for example material that is currently in the 
possession of longstanding Arboretum friends and volunteers. Oral histories will be gathered by project 
staff and volunteers, capturing valuable memories of those who have formed an important part of the 
Arboretum’s story. All archived material will be digitised as part of the programme, safeguarding its 
contents and increasingly accessibility for visitors both at the Arboretum and engaging with the material 
remotely.  
 
From May 2026, our temporary exhibitions gallery will be transformed in to a ‘heritage hub’, an active, 
publicly accessible space for engagement activity and other archival development work to take place. 
From September 2026, a special exhibition will open in that same gallery, displaying material archived 
throughout the project and using it to explore 25 years of National Memorial Arboretum history.    
 
The project will culminate in the formal launch of the archive at the Arboretum, alongside the 
production of a special publication featuring material from the archive in celebration of our 25th 
anniversary.  

 
 
 
 
 

 



Page 6 of 8 

Project Schedule  
 
 

January 2026 – April 2026 Role recruitment and archive scoping to take 
place, evaluation commences, community 
engagement planning 
 

May 2026 – September 2026 Heritage Hub live in Arboretum temporary 
exhibition gallery, community engagement phase 
1 takes place (inc. oral histories), gathering, 
cataloguing and digitisation of material for 
archive  
 

September 2026 Interim evaluation report delivered 
 

September 2026 – January 2027 Publication launches (sept), special exhibition live 
at the Arboretum, archive consolidation 
continues 
 

September 2026 – March 2027 Community engagement programme phase 2 
takes place (inc. oral histories) 
 

April 2027 Archive launches, project closes, final evaluation 
report delivered 

 
 
 
 
Project Objectives (Approved Purposes) 
 

• Train volunteers in collections care, archiving and oral history and recruit new volunteers 
ensuring inclusivity and a range of backgrounds. 

• Collect oral histories from founding workers and volunteers following Oral History Society best 
practice and ensuring safeguarding of interviewees is in place. 

• Recruit freelance posts for a Heritage Project Manager, Heritage Engagement Coordinator and 
an Archivist following recruitment best practice 

• Hold community engagement workshops to shape the plans and archive priorities 
• Evaluate the project in line with The National Lottery Heritage Fund guidance. 
• Produce a project publication, an exhibition and interpretation as part of NMA’s 25th anniversary 

programme. 
• Create an accessible digital solution and provide free public access to the archive via on-site 

kiosks. 
• Create dedicated archive storage space to store and preserve the collection and that provides 

appropriate visitor access provisions for supervised on-site archive consultation. 
• High visibility acknowledgement of The National Lottery Heritage Fund on site, online and in all 

activities, as well as using your project to acknowledge and thank National Lottery players. 
• Carry out a project to establish an archive collating, organising and sharing NMA’s 25 year 

history, safeguarding these important records as described in your application. 
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Evaluator Brief 
 
The appointed evaluation consultant or agency will ensure ongoing evaluation of Archiving 
Remembrance: The Arboretum at 25 activity and produce a thorough evaluation report at the end of the 
project. 
 
Evaluation will capture the extent to which community engagement achieves the project objectives and 
other relevant outcomes. Evaluation methods may include taking observations of the activities, 
surveying participants, leading focus groups, and interviewing project team members. 
 
The evaluation consultant or agency will report on reach of any online activity and evaluate the impact 
of online engagement in line with project objectives, in consultation with project marketing teams.   
 
They will evaluate the value and impact of the exhibition displayed at the Arboretum and other forms of 
onsite interpretation created as part of the project to understand the extent to which it achieves project 
objectives, enables learning and encourages visitation.   
 
Finally, the appointed evaluation consultant or agency will evaluate the quality, accessibility and scope 
of the archive created as a result of the project.   

 
2.3 Deliverables / Outputs 
 
The evaluator will be responsible for delivering the following services.  
 

§ An evaluation methodology and methods  
§ All research and data collection and sourcing required to evaluate the project  
§ Sourcing and producing all resources required to undertake the evaluation  
§ A mid-point evaluation with recommendations 
§ A comprehensive end-point evaluation in a document and presentation to the project board 

 
 
2.4 Challenges and Considerations 
 

§ The evaluation needs to meet the expected standards of the National Lottery Heritage Fund 
§ While most activity will take place focused at the Arboretum, some evaluated engagement activity may 

be carried out in local community venues 

 

2.5 Experience/Qualifications 
 

§ Experience evaluating projects funded by the National Lottery Heritage Fund.  
§ Ability to produce a comprehensive evaluation that meets the requirements of the Heritage Fund.  
§ Ability to manage project budgets and timelines. 

 
2.6 Pricing 
 
There is a maximum fee of £12,000 including VAT.   
 
This fee needs to cover all expenses.  
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Section ‘C’ Responses 
 
 
Proposal 
Please provide a short brief of your services (no promotional material) and how you intend to meet the 
requirements including a statement on each of the following: 
 

No Technical Response 
1 Overview of your business and services* 
2 Supplier experience with examples of where you have delivered 

similar services in the past (referenced examples)* 
4 Proposal to deliver services as outlined within this brief, 

including an initial design concept* 
5 Timetable (light touch project plan) to deliver the services* 

*Maximum of 500 words 
 

Pricing 
Please provide a quotation for the services. 
 

No Commercial Response 
1 Breakdown of cost per deliverable / output (as per section 2.3 of 

this RFP) 
2 Total cost for your proposal (ex VAT) 
3 Confirmation of acceptance of our standard terms without 

amendment 
 
Please note: 

• That all materials, travel and subsistence, and all other expenses should be included in the costs quoted. 
• V.A.T. should be separately indicated. 
• Payment will made be upon satisfactory completion, in the Arboretum’s opinion (not to be 

unreasonably withheld), of the work delivered. 
• Please ensure you notify us of any perceived conflicts of interests when quoting for this requirement.  

 
 

Thank you for your proposal 
 
 

 


