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Invitation to Tender
Event Management of CSEP Conference March 2010
1.
Introduction
The Cumbria Social Enterprise Partnership has run several county-wide Social Enterprise Conferences. These have been successful and attended by up to 100 delegates per conference.

CSEP now wishes to build on the success of these well-regarded events and deliver another conference in March 2010.  
Information about CSEP is contained within Appendix 1. 

2. Nature of the Conference
Many of the details of the nature event are still to be decided (e.g. title, theme, key speakers, etc).  However, a basic programme has been identified for this 1 day event and is as follows:

Date of Conference: Tuesday, 16th March 2010
9.15
Registrations

10.00
Key Speakers
11.30 Coffee Break
11.45
Workshops

12.15
Awards Ceremony
1.00
Lunch (using locally produced ingredients as far as possible) and networking
2.00
Depart

It is anticipated that the venue will either be at the Theatre by the Lake, Keswick or a suitable venue identified by the organisation who wins this contract. 
3.
Objectives of the Conference
· To provide a learning experience for social enterprises.
· To promote networking between social enterprises.
· To promote collaboration between social enterprises.
· To promote inter-trading opportunities for social enterprises.
· To ensure that delegates from all over Cumbria attend.
· To enhance the reputation of CSEP and Cumbrian social enterprises.
· To create momentum that will contribute to the running of a successful annual conference for the long term.
4. Outputs
Minimum of 75 delegates attending the Conference.
5.
Timetable
Delivery would begin as soon as possible with the event being delivered on 16th March 2010.
6.
Contract management & summary of delivery responsibilities
Social Enterprise and Cooperative Development Ltd (secod) has been identified by CSEP as the lead organisation with overall responsibility for delivering the conference. Secod will contract with, and work closely with the organisation who wins this tender. Segregation of responsibilities for the delivery of the event is contained within the table below:

	Summary of responsibilities

	CSEP Steering Group
	secod
	Event Management Organisation 

	Strategic control (managed through monthly board meetings)
	Event Management Organisation contract management 
	

	
	Monthly reporting to CSEP board 
	Regular reports to, and telephone, email and face to face contact with secod and CSEP

	Reporting to/ liaising with funders (NWDA)
	Reporting to/ liaising with funders
	

	
	Venue liaison
	Venue Identification and booking (including all catering arrangements, speakers staging, audio visual and other technical support, etc)

	Creative input (i.e. event title and theme, content of workshops, key speakers etc)
	Speakers and workshop identification (first instance)
	Speakers and workshop leads liaison (booking and logistics)

	
	Approving and contributing to marketing materials and other creative elements
	Commissioning marketing materials, advertising and managing PR including liaising with Cybermoor (who manage the CSEP website) use of email bulletins utilising existing contact databases, web based advertising, press releases

	
	Approval of booking form design
	Design of bookings forms  - web based, hard copy and email-able

	
	
	Substantial telemarketing to ensure delegate attendance via Cybermoor

	
	
	Taking bookings and maintaining bookings register/database 

	
	
	Event management (including sourcing and management of event management staff, assembly of delegate packs, name badges, registration etc)

	
	
	Event evaluation (design and collation of evaluation forms)

	
	Carbon foot printing audit
	Record keeping of carbon footprint of the conference 

	
	A commitment to: team working, honest and open communication, flexibility, being solution focussed, enjoying it 

	Reputational Risk
	Reputational & Financial Risk
	Reputational Risk


At any point in the process secod (in collaboration with CSEP) reserves the right to terminate the contract. The event management organisation will be paid for work done up to that point on the basis of the agreed work programme and fee basis.



7.
Fees

A maximum budget of £5,000 (exclusive of VAT) has been identified, which will represent the fee for undertaking the event management role, room hire, catering, speaker costs and publicity/ marketing. Fees will be paid in agreed stages based on work completed.
8. 
Tender Submissions

Tender submissions should set out how you intend to:

· Deliver an event that will be of suitable quality to achieve the objectives and outputs identified above.
· Work with secod and CSEP to deliver a successful event.
In addition, we would like you to include in your submission:

· A summary of your proposed work programme (key tasks with timescales).
· A summary of your proposed team, the roles they will be taking and their experience of working with social enterprises and/or third sector infrastructure support organisations.
· A breakdown of your fees (including expenses), an indication of the fee proportions going to each element of the work programme and a proposal on the stages at which you would want fees to be paid.
· Two references linked to two descriptions of similar commissions (where team members were involved in delivery).
Tenders should be submitted to secod in an electronic format no later than 5pm on Monday 14th December 2009 to Viv Lewis, e-mail:  viv@secod.coop
Short-listing will take place by Friday, 18th December (on which day the successful organisation will be informed). If there is no outright candidate, interviews will take place on Tuesday 22nd December.
9.
Contact

Requests for further information should be made by email to Viv Lewis (as above). Please note that Viv will not be able to answer enquiries that may result in a competitive advantage.
	Appendix 1 CSEP 
The Cumbria Social Enterprise Partnership (CSEP) is a formally constituted consortium of social enterprises, business support providers and local authorities covering the Cumbria sub-region.  It has been operating in its present form since 2003, and now has over 300 members.  It has delivered an NWDA funded programme of some £575K support to the social economy over the last three years and is looking to deliver a new NWDA / ERDF funded programme starting later this year. In 2008 the Partnership published the Cumbria Social Enterprise Strategy 2007‑10. The aims of the Partnership are:

· to increase the formation, growth and survival rates of social enterprise;

· to improve communication between and outside the social enterprise sector;

· to grow market opportunities;

· to establish and support a Social Enterprise Network for Cumbria;

· to ensure recognition from the public and private sectors that social enterprises provide quality services and goods and increase social inclusion.

For more information about CSEP see www.socialenterpriseincumbria.org.uk
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