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APPOINTMENT SCENARIO GUIDE

This guide was developed to demonstrate seven scenarios that a business might identify with

when considering utilising the skills and services of a design firm. Each scenario provides
guidance on how to approach a design agency and what to expect from them in accordance
with your project status and its value.

Large corporate organisations down to individual entrepreneurs have many and varied reasons to engage
the skills of a designer or design agency. This guide has been created to enable you to follow Professional
Practice and to decide upon the route to appointment commensurate with the status and value of your

project/contract.

BDI, via our Design Advisory Service, is able to support you in the appointment process and recommend
agencies best suited to your particular need. This service is supported by Professional Practice
documentation including templates for a Design Brief, Evaluation of your agencies, Non-Disclosure

Agreements and contracts.

The Design Advisory Service and professional practice documentation has been created to protect the
interests of both client and agency. Professional Practice procedures ensure best use of both parties time

throughout the appointment process.

The most successful appointment of consultants is relationship based.

This Guide presents typical scenarios where client organizations find themselves requiring engagement of
design firms. Each scenario offers guidance on how designers should be engaged and how BDI can offer

support to that process.

Scenario 1 - Early stage research/benchmarking/capability assessment > Chemistry Meeting

Scenario 2 - Reviewing or creating a roster > Roster

Scenario 3 - Seriously reviewing/imminent project > Credentials Presentation

Scenario 4 - Live project, with allocated budget and board approval > Think Piece

Scenario 5 - Product design evaluation/blue sky > Evaluation Project

Scenario 6 - Pre-board approval/early stage funding or budget allocation required > Visual Business Case
Scenario 7 - Tender/contract > Tender
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This document and accompanying templates their content & structure are copyright of British Design Innovation. They

may not be copied, altered or provided to third parties for any other purpose than that intended by BDI as a guide to

the appointment of design firms or the completion and supply of templates to BDI to support the use of the Design

Advisory Service and recommendation of qualified design firms. Any other third party use must be explicitly

authorised by and licensed from BDI, with all credits and rights observed. No unreasonable request refused.

SCENARIO 1

EARLY RESEARCH / BENCHMARKING / CAPABILITY ASSESSMENT

Project value: unknown / non-disclosed

Appointment procedure: chemistry meeting

CHEMISTRY MEETING

ASSESSING PERSONALITY FIT

A Chemistry Meeting provides both parties with the opportunity to assess personality fit by comparing

whether visions meet or collide in terms of attitude, knowledge, openness and skill set.

A Chemistry Meeting can be used to short-list agencies to invite back for a Credentials

Presentation. It ensures that time is not wasted by agencies preparing detailed material or

by clients sitting through an off-pitch Credentials Presentation.

BDI SUPPORT -~~~ -----rmm-rmemeeeeeeee

We provide a Design Brief template to support your use of our Design Advisory Service.

Company type & its industry sector
We recommend up to 4 qualified design firms.
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SCENARIO 2

REVIEWING OR CREATING A ROSTER

Project value: on-going

Appointment procedure: pre-qualification > chemistry meeting > credentials presentation > confirm place on roster

ROSTER

APPROVED SUPPLIERS

Setting up a Roster is a useful way for larger organizations with a variety of design requirements to
identify and appoint a range of design agencies to be called upon as appropriate to the size

and type of project in hand.

Some organizations find it useful to appoint a lead agency as Brand Guardian who ensure & —

brand guidelines are in place and available & adhered to by other rostered design agencies.

The lead agency is often appointed on a retainer basis. The rostered agencies are engaged

on a project-by-project basis.

Rosters also enable clients to build closer working relationships with their agencies and to benefit from

benchmarking to ensure best possible service is achieved.
Rosters should be reviewed and, if appropriate, refreshed every two years.

To create a Roster select teams that are best suited to your requirement based on design discipline,
sector experience, size, location and strategic & creative prowess. Provide agencies with a pre-
qualification questionnaire and set up Chemistry Meetings. Select a short list and invite agencies back for

a Credentials Presentation.

Once agencies have been approved to the roster and are issued with a brief, the client should follow the

Think Piece or Visual Business Case procedures (see scenarios 4 & 6)

BDI GUPPORT ~ 7777777770

BDI can assist with the production of a pre-qualification questionnaire and distribute to
selected agencies.

We can also provide your procurement team with Professional Practice documentation to
include Design Brief template, Response to Brief template, Evaluation Forms and Non-
Disclosure Agreements.
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SCENARIO 3

SERIOUSLY REVIEWING / IMMINENT PROJECT

Contract value: under £25,000
Appointment procedure: chemistry meeting and/or credentials presentation > written proposal with outline costs >

appointment > service contract

Contract value: over £25,000
Appointment procedure: chemistry meeting and/or credentials presentation > shortlist > written proposal with outline

REDENTIALS PRESENTATI|ON

CULTURAL FIT

costs or think piece > appointment > service contract

A Credentials Presentation should, in most instances, follow a Chemistry Meeting. This
should place you and the agencies in a position of already knowing something about each
other.

Prior to the Credentials Presentation it is beneficial to provide agencies with an overview
of your company and the issues that are important to you in a working relationship. This will enable you
to determine which agency has the best cultural fit.

You may wish to issue an actual design brief prior to the Credentials Presentation, however, other than
qguestions raised from reading your brief, it would not be appropriate to expect any design concepts pre-
appointment. Ideally a brief should be issued to agencies that remain on your short-list after the

Credentials Presentation.

STAGE ONE

MEET & REVIEW

Meet and review the work of up to three agencies if the contract value is less than £25,000 or up to four

agencies if the project is worth more than £25,000.

Limiting the number of agencies you ask to present saves time and money for both client and agencies.
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STAGE TWO

SHORTLIST

Short-list agencies following the Credentials Presentation. If a project is live the client may issue a brief
and request a written proposal with outline costs.

Clients and agencies would be best advised to sign a mutually protective non-disclosure agreement.

Agencies should be given the opportunity to present their written proposal with outline costs and discuss
them at a face-to-face meeting.

The Client should notify agencies of their decision in writing, by email or verbally within four weeks
following the submission of proposals ideally accompanied by a written Evaluation Form. All materials and

proposals submitted to the client must be returned to the agency.

BDI SUPPQRT =7 oo

Our Design Advisory Service may be used to assist you to identify agencies best suited
to your business needs.

Professional Practice documentation includes a Design Brief template, Response to Brief,
Evaluation Forms, Non-Disclosure Agreements and Heads of Agreements/Contracts.
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SCENARIO 4

LIVE PROJECT, WITH ALLOCATED BUDGET AND BOARD APPROVAL

Project value: projects over £25,000
Appointment procedure: chemistry meeting > credentials presentation > short-list > think piece > appointment >
service contract

THINK PIECE

DEMONSTRATING UNDERSTANDING

Following a Credentials presentation the client may wish to commission a Think Piece to
evaluate an agency’s approach to problem solving. It is not a design solution. Think Pieces
enable an agency to demonstrate their understanding of an organization’s business sector,

its customers and how to communicate with them.
It is most ideal to set a fixed fee for short-listed consultants.

Agencies selected to respond to a Think Piece should be those short-listed following a Credentials
Presentation.

Ideally one or two agencies but no more than three agencies should be on the short-list.

The client and agency are advised to sign a mutual non-disclosure agreement that protects the interests

of both parties.

BDI SUPPORT -

Or Design Advisory Service may be used to assist you to identify agencies best suited to
your business needs.

Professional Practice documentation includes a Design Brief template, Response to Brief,
Evaluation Forms, Non-Disclosure Agreements and Heads of Agreements/Contracts.
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SCENARIO 5

PRODUCT DESIGN EVALUATION / BLUE SKY

Project value: commensurate with commissioned work

Appointment procedure: chemistry meeting > credentials presentation > short-list > paid evaluation project > end OR

EVALUATION PROJECT

CONCEPTUAL MODEL

> appointment > service contract

It is fairly common practice for one or more product design agency to be commissioned by
an organisation to undertake a conceptual project that enables strategy, approach, market
and consumer understanding, and visual sensitivity — amongst other criteria - to be x /

evaluated.

The Evaluation Project may be commissioned on a purely conceptual basis for internal use and or
customer research or may be the forerunner to a final brief. Due to the often significant financial
commitment to the development of new products this is a very good way of evaluating both your own
thoughts/strategy/marketing ideas with an experienced and objective outside third party and/or a means
of ensuring that your product design development partner is the right one to entrust with a substantial

‘live’ project.
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Our Design Advisory Service may be used to assist you to identify agencies best suited
to your business needs.

Professional Practice documentation includes a Design Brief template, Response to Brief,
Evaluation Forms, Non-Disclosure Agreements and Heads of Agreements/Contracts.
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SCENARIO 6

PRE-BOARD APPROVAL / EARLY STAGE FUNDING OR BUDGET ALLOCATION REQUIRED

project value: fixed fee
appointment procedure: chemistry meeting > credentials presentation > appointment > service contract

service contract outputs: visual interpretation; storyboards or other preferred presentation material

VISUAL BUSINESS CASE

COMMUNICATING IDEAS & PLANS

There are many situations when a marketing or innovation team or entrepreneur need
to present ideas to gain the buy-in of their board, funding organizations or other internal

and external audiences.

assist you with the translation of your ideas/plans into a Visual Business Case and produce visual material

These needs are best approached by setting a fixed budget to engage a design team to

that enables you to better communicate your plans or ideas. These will invariably be directional ideas

that communicate the intended brand, service and/or product experience.

This approach can assist you to gain feedback from critical audiences, adapt the brief accordingly and
finalize the necessary budget to place you in a position of proceeding with confidence or opting not to

proceed further.

There are certain types of strategically led design teams that are best suited to this type of early stage
advisory role. BDI will be happy to recommend two agencies whose business & creative skills, sector
knowledge and personality best meet your requirement. Dependent on your budget/their fee you could
engage more than one agency to create a Visual Business Case. If buy-in is achieved you would engage

the consultancy whose work was most well received.

The work of the non-successful agency should be returned together with an Evaluation Form.

DI SUPPORT oo

Our Design Advisory Service may be used to assist you to identify two agencies best
suited to your business needs.

Professional Practice documentation includes a Design Brief template, Response to Brief,
Evaluation Forms,
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SCENARIO 7

TENDER/CONTRACT

project value: below £25,000

appointment procedure: pre-qualification > credentials > short-list > written proposal with outline costs >
appointment > service contract

project value: over £25,000

appointment procedure: pre-qualification > credentials > short-list > written proposal with outline costs OR

think piece or visual business case > appointment > service contract

TENDER/CONTRACT

CREATIVE SERVICES

Public sector organisations tasked with European Contract rules often find the

procurement process for creative services quite difficult.

|
Most private sector procurement departments that follow the plus £25,000 value/3 —
quotation rule separate the procurement of creative services from procurement of —

equipment and general supplies. They recognize that the process of awarding a creative

service contract is entirely different from awarding supplies and equipment contracts.

Larger tenders over a value that demands an open invitation to be published in the European Journal and

or trade press can benefit from following the Professional Practice Appointment Scenario.

Tenders that demand a fixed cost when the project components involve sub-contract elements such as
photography and print production are the most problematic. However, following best practice
appointment procedures help to overcome these problems by breaking down the stages of a tender.

Public sector tenders that request blind and unpaid creative concepts to be submitted at any stage of the
process are not compliant with industry Best Practice procedures and are most often fraught with

copyright problems.

Under European Copyright law visual origination remains the ownership of the originator. Copyright can
be assigned by license or other form of agreement on payment of an IPR buy-out or license fee.

Public sector organizations that need visual material to present to other stakeholders should consider
using the Visual Business Case option. This option also saves the organization time and money. Further it
safeguards the organization from incurring project cancellation fees issued by agencies that have
committed resources to a tender that is cancelled after submission.
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BDI can assist public sector organizations to follow Best Practice and engage the most
appropriate design agency whilst remaining within the European procurement rules. We
are able to assist with the production of a pre-qualification questionnaire according to
the design disciplines required, type and size of agency, location, sector experience and
business and creative prowess. As required we provide a Design Brief Template,
Evaluation Forms, Non-Disclosures and guidance on copyright issues.

BDI ADVISORY SERVICE

IN DEPTH GUIDANCE

BDI is committed to using Best Practice to improve professional relationships between design
firms and all those who seek to engage with them. We aim to ensure that the relationship

between design agencies and their clients is a mutually beneficial one.

British Design Innovation is able to assist all type and size of organization, be they private or
public sector, to identify agencies best suited to their particular requirement. BDI has over 17
years experience of working with the commercial design sector and assisting clients to make

the right choices.

Arguably, BDI maintains the largest and most accurate resource of UK commercial design
agencies. It operates nationwide as well as maintaining a virtual office in every UK region plus
Scotland, Wales and Northern Ireland. The majority of regional hubs are supported by a
regional board of Directors. BDI has access to over 8,000 agencies of all type and size from
the following disciplines: branding and graphics, product and industrial design, service design,
commercial interiors, packaging design, exhibitions and live events and multi-media. It is able
to select accurately by location, size, design disciplines, sector experience, personality fit and

business and creative prowess.

BDI is able to offer in-depth guidance on appointment procedures. Professional Practice
documentation includes a Design Brief template, Response to Brief, Evaluation Forms, Non

Disclosure Agreements and Heads of Agreements/Contracts.

For further information or assistance please telephone 01273 621378 or email

info@britishdesigninnovation.org. www.britishdesigninnovation.org

www.designdirectory.org
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(BDI)

ABOUT BRITISH DESIGN INNOVATION - The Voice of Industrial & Service Design
British Design Innovation (BDI) is the trade organisation for leading industrial designers,
service designers and innovation professionals that promotes members’ creative expertise,

knowledge and experience.

The most influential independent membership association of its kind, BDI is the representative
voice to industry of the majority of the most qualified top-end product, service, brand, digital
and innovative 3D packaging designers in the UK, each with over a decade of experience in
sectors such as aeronautics, biotechnology, consumer electronics, food and drink, medical,
nanotechnology, telecommunications and transport. A not-for-profit organisation, BDI receives

no government funding.

Founded in 1993, BDI is financed by its members and managed by 6 national and 24 regional
board directors. BDI member companies generate a collective turnover of over £200 million
per annum in a UK design industry representing over £15 billion of design-sector turnover and
an average £1 billion of export income. Working from HM Government assessments that £1
invested in strategic design generates an ROI for business of £225, its members companies

are responsible for generating £5 billion per annum in industry revenue.

BDI’s designers are engaged as key advisors by the world’s largest brand owners to progress
their product, service and brand development contracts. They apply new ideas and ways of
thinking in support of start-ups, early-stage companies, global corporations, science parks and
university technology spin-outs, and advise established portfolio companies on behalf of fund
managers and investment teams. They play a crucial role in IP commercialisation, innovation
and brand strategy, new market identification and applications, design development,
implementation and stakeholder management, and translate science, engineering and
technology into tangible products and services businesses can manufacture and consumers
wish to buy. With portals in every region of the UK, BDI is concerned with the engagement of
these world-class designers as the glue binding innovation and knowledge transfer

partnerships together.

BDI’'s Innovation Filter™ (which comprises a secure portal for evaluating ideas, trading IP and

identifying business partners) and Open Innovation Challenge™ - a knowledge and concept
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trading vehicle utilised by corporate brand owners and professional Originators — are
accredited as best practice knowledge transfer processes by the Institute of Knowledge

Transfer. www.ikt.org.uk

BDI’s website www.britishdesigninnovation.org is a leading resource for the UK commercial

design and innovation industry. It achieves 1.6 million hits per month from 1.5 million unique
visitors per year and includes a content rich members design directory. BDI Newswire delivers
design and innovation news to 35,000 RSS feed subscribers every month free of charge, and

reaches an additional 100,000 online readers world-wide every month.

STRATEGIC DESIGN is the application of design principles to increase an organisation’s
innovative and competitive qualities and enables design decisions to be based on facts rather
than aesthetics or intuition, through the analysis of user-centred trends and data. It is

regarded as an effective way to bridge innovation, research, management and design.

INDUSTRIAL DESIGN improves the aesthetics, production and marketability of a product by
resolving problems of form, usability, ergonomics, engineering, marketing, brand development

and sales.

SERVICE DESIGN is the activity of planning and organising people, infrastructures,
communication and the material components of a service, in order to improve its quality, the

interaction between service provider and customers and the customer’s experience.
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