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Procurement Initiation Document (PID)
Venue Hire – London Business Awards 2020

To be completed for all requirements over £25K (exc VAT)


Background & Current Situation
	[bookmark: _Hlk527019828]
About the London Business Awards – 5 March 2020 
 
The London Business Awards is an invitation only evening event led by the Business Directorate that will honour the success of MIBP, FDI and BGP companies by giving out 12 awards across various growth categories e.g.:   
· Highest Growth  
· Disruptor in Tech 
· Paying it Forward 
  
The possibility of including some London Tourism awards is also under consideration.

We will be shining a light on the successes of our companies and also providing our guests with an opportunity to network with other start-ups, scale-ups and influencers from across London and share with them key London messaging.   
  
By the end of January 2020 collectively the programmes will have supported more than 3,500 companies to make their growth ambitions a reality.  
  
This is also an opportunity to thank our partners for their continued support in enriching the London business community.  
 



Requirement
	
London & Partners is required to procure a venue to host the London Business Awards 2020. The venue must be able to host 850 guests.

The likelihood is we will be looking to procure a venue to host the awards in 2021 also, however this far in advance it would be difficult to create the requirement for the event as this will be decided in the future. We also don’t have budget approval for the proposed event in 2021 at this stage so would not be able to complete our internal governance.  It is possible that both years may be awarded to the same venue under separate contracts but it is not possible to make that decision before awarding the contract for 2020.

Therefore, the procurement of a venue for LBA 2020 and LBA 2021 will be divided into separate procurement exercises.




Alignment to Business Objectives
	
The hiring of a suitable venue will allow the event to take place, which in turn will provide the following alignments to the Business Objectives.

Perception and Income 
 
· Communications: Grow our social media reach, amplify the event and promote the strength of London as a place to scale a business in line with our future of London messaging  
· PR: Gain media coverage to recognise the success of businesses in London  
· Encourage inward investors to share positive messages about London externally   
· Highlight to potential investors that London is a welcoming city  
· Celebrate the investment and instil good feeling and start positive relationship with business in light of Brexit. 
· Create a platform for FDI commercial partners to meet with Markets teams  
· Create a platform for FDI commercial partners to meet with recent inward investment clients  
· Brexit/key accounts – Introduce corporate key accounts to MIBP/BGP  
· Recruit new companies to the programmes  
· Recruit FDI completions onto BGP  
· Promote talent toolkit to business community  
· Create a platform to sign C1 (12 hour) forms   
· Sponsorship 




Expected benefits
	
· Communications: 3000 impressions on Twitter; 100 retweets of Future of London messaging; 2000 impressions on Linkedin;12 voxpops from award winners and key influencers*  
· PR: 5 x features in UK media (incl. digital); 2 x feature in international media  
· Engagement with L & P Commercial Partners, converting into 20 referrals  
· Recruitment to BGP (see below)  
· Networking opportunity  
· 30 commercial partners engaged  
· 150 FDI completed companies in attendance (area will be zoned to facilitate introductions)  
· 10 corporate introductions, resulting in 2 engagement opportunities  
· 40 new companies for MIBP  
· 40 new companies for BGP  
· Successfully recruit 10 FDI companies onto BGP  
· 500 new visitors to the webpage  
· Signing of 30 C1 forms for MIBP (contributing to GVA for this FY)  
· Generate £50k in sponsorship for the LBA 





Estimated costs
	Item
	Unit price
	Total

	Venue Hire
	
	£28,000

	Catering
	
	£70,000

	A/V & Production
	
	£50,000

	Various other costs incl photography, videography, entertainment, printing etc
	
	£15,000

	Event security & Stewarding
	
	£5,000

	
	
	

	Total (Ex VAT)
	
	£168,000

	[bookmark: _GoBack]These costs are based on the breakdown provided by Donna Abberley.  Note that some or all of the non-venue hire services may be provided by preferred sub-contractors of the chosen venue but could be payable via the venue so are included here for completeness.










Options Generation
	· Option 1 
Approach the shortlisted venues (based on the capacity required) for quotes and select the most suitable one based on the requirement and value for money. These venues can be established from the expertise of the events and marketing team

· Option 2
Run a full procurement process to establish a long term contract to deliver all events. This could either be by way of setting up a framework with multiple suppliers or by having one supplier covering all events. However, after discussions with the Events & Marketing team this option is not viable for a number of reasons;

·  Each event has a different and variable set of requirements, for example location within London, size of the event , the date it takes place and therefore this impacts on venue availability.
· There are differing costs depending on what facilities are required based on the type of event taking place.
· This option would be contradictory to the key remit of the organisation as a whole. L&P is working on behalf of the mayor of London, and as such we should be showcasing the most innovative venues and resources available.
· Whilst we can plan to a certain extent, the requirement with events and venue hiring constantly changes and as such there is a need to be reactive and flexible depending on how those needs changed.
· Venues do not respond to tenders in this way therefore we would be limiting our choice which would be detrimental to the event as the suitability of the venue is a key factor in its success

· Do Nothing
The 2020 LBA has already been signed off at board level and as such it is not an option to simply do nothing.




Additional Information
	[bookmark: _Hlk2587956]Risks / Mitigations

There is a potential risk with regards to the EDRF guidelines on Procurement, but our approach to this risk will be to advertise the opportunity on our website. This would satisfy the requirements of the Public Contract Regulations, L&P Procurement policy and the ERDF guidelines.





Project
	Is this linked to an approved project?  
If yes, please attach a copy of the approved project Plan










[bookmark: _Hlk2588205]Procurement Options
Routes to market considered
	Route
	Pros
	Cons

	OJEU
	N/A as below Threshold 

	N/A

	Framework
	Suppliers pre approved and procurement exercise has already been carried out.

	Limited number of suppliers and doesn’t include current providers who we would like to invite to bid 


	Closed Tender
	Reduced number of suppliers so easy to manage evaluation. This approach adheres to London & Partners’ procurement policy, which in turn is based on the Public Contract Regulations 2015.For ease of reference the applicable rule that would apply to us would be as follows;

 In section 110 (5b) it states “a contracting authority does not advertise an opportunity where it makes the opportunity available only to a number of particular economic operators who have been selected for that purpose (whether ad hoc or by virtue of their membership of some closed category such as a framework agreement), regardless of how it draws the opportunity to the attention of those economic operators”

	Does not follow ERDF guidelines – The guidance in chapter 6, section 17, states that we should advertise the opportunity on our website as the estimated spend for this procurement is above the 25k threshold. To comply with this, we can advertise the opportunity on our website.  We are confident that our specialist events team has sufficient expertise, experience and knowledge of current venues available in London to identify a shortlist of suitable venues that will provide a competitive range of services at value for money representative of what is available in the London market.  However we will also advertise the brief on our website to enable others to apply if applicable.


	Open Tender (RFP, under OJEU threshold)
	Compliant with ERDF guidelines and ability to invite  any provider and advertise on our website

	May get a large number of unsuitable bidders making the evaluation process difficult to evaluate in the timescales required to deliver this project.  Alternatively suitable venues that we would like to consider may not participate in this type of selection process.


	Direct Award (use direct award form in place of the PID)
	N/A
	N/A




	[bookmark: _Hlk2588147]Recommended Procurement Route
The recommended procurement route is

Closed Tender – As long as the opportunity is advertised on our website we will be able to follow this route to market, which is option 1 as detailed below and in box 6

We will need to advertise this on our website for a minimum of 10 days.

Option 1 - Approach the shortlisted venues within the closed category for quotes and select the most suitable one based on the requirement and value for money.







	Procurement Reference
	



Procurement Implementation & Timetable
Roles & Responsibilities

	Name
	Title
	Responsibilities

	Rob Palmer
	Procurement Manager
	Ensuring correct procurement rules are followed.

	Donna Abberley 
	Events Manager  
	Internal/External events for L&P and cross teams 

	Janet Coyle
	Sponsor
	Trade & Growth – [project sponsor approval

	Priscilla Padroni 
	Senior Compliance Manager 
	ERDF Compliance 

	Anna Burman
	Finance Director
	Sign off

	Andrew Cooke
	Managing Director
	Sign off 




[bookmark: _Toc473628386]Indicative Procurement Timescale

	Action
	Planned Date
	Action Owner

	1.  London Business Awards 
	Thursday 5 March 2020 
	Donna Abberley 




Authorisation Levels
	Indicate which level of authorisation is required

	Total value
	Authorisation level
	Signed

	All (1)
	Procurement Manager – Rob Palmer
	Approved 17.10.2019

	
	Senior Compliance Manager – Priscilla Padroni
	

	All (2)
	Sponsor – Donna Abberley 
	

	
	Sponsor – Janet Coyle
	

	All (3)
	MD Operations & Governance – Andrew Cooke
	

	Up to £50,000
	Management Committee
	

	Up to £100,000
	CEO or MD Operations & Governance
	

	Up to £180,000
	Chair
	

	Over £181,000
	Board
	


This business case must be completed by the customer and procurement manager before sending for approval and proceeding
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