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Event Brief for the ‘Transform’ (CG4) programme - Invitation to Tender 
Client:	Oxford Innovation Services – Cornwall & Isles of Scilly Programmes
Date:	11th May 2017

1. Introduction, background and business context
Oxford Innovation Services (OIS) is the UK’s leading specialist coaching company.  We work with businesses at all stages of development to maximise their growth potential, benefiting both the enterprise and its people through uniquely tailored coaching programmes.
The Transform (Coaching for Growth - C4G) programme is financed by the Cornwall & Isles of Scilly European Regional Development Fund (ERDF), part of the European Structural Investment Fund (ESIF) portfolio 2015 to 2020.  The Department for Communities and Local Government is the managing authority for the fund, which was established by the European Commission to help improve the competiveness of SMEs by increasing their capacity and capability and promoting entrepreneurship to strengthen the pipeline of high growth business across England.   
As part of the Transform project, OIS’s team of highly experienced business coaches works with eligible* businesses seeking to achieve high growth and thus drive forward economic success.  Each business has access to a network of coaches who can enable entrepreneurs to tap into the expertise that will facilitate rapid growth. 
*Please see Annex 1 for an overview of ERDF eligibility.
An ability to innovate underpins OIS’s blend of coaching and mentoring, giving Transform clients access to a broad range of practical expertise and knowledge.  Our business coaches have all held senior executive positions so bring first-hand experience of the challenges facing growing businesses and can facilitate access to an extensive range of networks across any sector.  This approach and experience adds real value to the beneficiaries of the Transform programme.
Building strong relationships with clients, we support and facilitate change, challenge thinking, push boundaries and bring a fresh perspective.  Our approach ensures we embed learning at an individual level, which brings sustainable and enduring results for the client organisation.  We consistently deliver strong results for all stakeholders – individuals, client businesses, sponsors, funders and partners.
In order to build its reputation amongst ambitious businesses which are eligible for the Transform programme, we are seeking to promote its differentiated proposition of being a premium business support programme, build profile in current target markets, and generate new interest.
2. Organisational structure
Oxford Innovation is part of the SQW Group which comprises:
· Oxford Innovation (providing managed Innovation Centres and office space)
· Oxford Innovation Services (delivering the Growth Accelerator programme)
· Oxford Innovation Services Cornwall and the SW (the focus for this brief)
Please see the websites at:
http://transformcornwall.co.uk/ - this is the programme referenced for this tender
http://oxfordinnovationservices.co.uk/
http://www.oxin.co.uk/
 
3. Scope of project

The Transform programme wants to engage with businesses based in Cornwall through 2-3 significant events. We are looking to appoint an Events agency to deliver these events in entirety. Each event would be a day long with a budget of up to £25,000 per event and anticipated attendance of around 100 business people. 

The events require intensive marketing and promotion to gain attendance figures, to showcase the event and immediately afterward through traditional methods and digital channels. The marketing team from Oxford Innovation will work closely with the agency over the course of the project to provide feedback and approval at key stages and to offer support and insight.

Key objectives of these events
1. Attract an audience of businesses with potential for high growth and businesses with an annual turnover in excess of £100K that we have not already worked with
2. Enhance the recognition and understanding of the Transform programme
3. Generate new referrals for the Transform programme
4. Demonstrate OIS as thought leaders and innovators 
5. Conceptually digestible by an established business
Market insights

The market for business support services in Cornwall & Isles of Scilly is well developed with the region having been a beneficiary of significant investment in various initiatives over the last 20 years.
OIS’s specialised and differentiated approach, with coaching excellence and innovation at its core, has a real opportunity to take a thought leadership position in this market. There are many examples of successful client case studies and testimonials on each of the programme websites.
Brand context
Much work has been completed recently on developing brand values and key messages for both OIS and Transform.  A copy of our existing brand guidelines is available on request.
Innovation is one of the most important attributes of the brand.  It plays a key role in supporting the growth strategy and as such should influence stakeholder communications.  This involves innovation in how we work, our delivery methods, demonstrating a deep understanding of it and the ability to develop it in others through coaching.  Innovation is also a key theme in the future programme focus for Cornwall.
Target audience
· Businesses in Cornwall and Isles of Scilly with potential for high growth and businesses with an annual turnover in excess of £100K.
Value proposition
For client businesses –
Oxford Innovation works with businesses at all stages of development to facilitate their ability to grow successfully.
OIS’s approach comprises a unique blend of mentoring and coaching that ensures clients achieve high levels of self-development which translate into tangible improvements in themselves and measurable performance improvements for their enterprises.
An ability to innovate underpins our coaching giving clients access to a broad range of practical expertise and knowledge.  Our business coaches have first-hand experience of the challenges facing growing businesses and can facilitate access to an extensive range of networks across any sector.
Building strong relationships with clients, we support and facilitate change, challenge thinking, push boundaries and bring a fresh perspective.  Our approach ensures we embed learning at an individual level, which brings sustainable and enduring results for the client organisation.  
For sponsors and funders –
OIS has been successful in winning and delivering business support programmes and achieving above expectation results for its sponsors and funders.
Oxford Innovation’s specialised and differentiated approach, with coaching excellence and innovation at its core, is a trusted partner.  With an excellent track record and reputation amongst its diverse stakeholders and clients, supported by a network of respected coaches, the brand is regarded as a thought leader in its market.  Our delivery of business support programmes has enabled us to build an intimate knowledge of high growth businesses and we achieve very strong onward referrals.
We have practical experience of creating shareholder value from low margin contracts and developing an innovative approach for risk adverse funders.
Whilst having the strength of a major group behind us, we have the ability to be flexible and responsive, offering bespoke solutions and a fresh perspective to meet the specific needs of our sponsors – from individual projects to large scale, novel business support programmes, in the UK and internationally.
Deliverables required
Events Tender for 2 - 3 Events at £50 - £75K (budget of £25K per event)

We are looking for an agency to activate large scale Transform events.
Given that there may be more than one sub-contractor, evidence of successful collaboration with your specified sub-contractors will be positively received. We are looking for 2 events at £25K maximum per event to take place before November 2017, with the possibility of a further event in 2018 if required. The budget of £25K per event will need to include all associated costs (e.g. venue, catering and refreshments for up to 140 guests, guest speakers – typically 1 / 2 per event, all staging, lighting, public address system and AV equipment), and all event management costs (e.g. hourly / day rates / mark up fees, managing of event registration of attendees, attendance and support of a person on the day, travel to / from any meetings / events). The contract duration will be until November 2017 following delivery of the first 2 events, with the option to extend the contract at OIS’ sole discretion until October 2018 to cover an additional event if required. 
Key deliverables for the agency awarded the contract
1. Conceive, manage, promote and deliver two or three one-day events in Cornwall within the agreed timescale. 
2. [bookmark: _GoBack]Attract an audience of businesses with potential for high growth and businesses with an annual turnover in excess of £100K.
3. Create events with a strong and tangible appeal to our target audience.
4. Provide a measurable system to show return on investment clearly.
5. Meet ERDF branding and publicity requirements at all times. (https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/564432/esif_branding_and_publicity_requirements.pdf).
Details of deliverables 
1. Conceive, manage, and deliver 2 - 3 one-day events in Cornwall within the agreed timescale. 
· The appointed agency will generate concepts for events that presents OIS is as thought leaders and innovators
· The appointed agency will take on the complete running of each event including the coordination and billing of suppliers (e.g. caterers, venue hire, guest speakers etc)
· The appointed agency’s proposed costs will include all costs from subcontractors and all relevant insurances
· Selection of suitable, relevant venues
· Plan the project and maintain effective project management over its course. Maintain regular and frequent progress and review meetings with OIS marketing team
· Strategic campaign to promote the events with support from the OIS Cornwall Marketing team
· Negotiation with suppliers and management prior to event and on the day.
· Staff from the appointed agency will attend the venue on the day to ensure smooth management of the event and subcontractors 

2. Attract and be valuable for businesses based in Cornwall.
· Businesses with potential for high growth
· Businesses with an annual turnover in excess of £100K
· The agency be responsible for event registrations etc, the capture of relevant client  information and the management of attendees on the day

3. Make the event strong with tangible appeal to our target audience.
· The event will be useful and relevant to high growth businesses based in Cornwall
· The event should be stimulating, popular, memorable and innovative
Tenders should state hourly rates giving indicative costs for the items above where possible. We will also need your % mark-up rates on any 3rd party supplies and an example breakdown per event as noted below. Suppliers should advise if they have established relationships and preferable rates with subcontractors and venues in Cornwall.
 Account management and review process
The event agency relationship will be managed by the OIS Cornwall marketing team and overseen by Angela Hsiao.
How to respond to this brief
Please provide, on no more than 8 sides of A4 per application, an outline of:
· how you would help us achieve our objectives
· event concepts, ideas and suggestions
· indicative proposed timing schedule from award of the contract through to delivery of the first event
· your credentials and past experience including any experience of ERDF funded projects and any relevant events
· Please detail the proposed staff resources and account management structure dedicated to the contract and how you will ensure performance and delivery of the events 
· relevant B2B events previously managed
· experience and knowledge of venues / subcontractors / running events in Cornwall.
· a breakdown of your fees and pricing structure (indicative costs / breakdown per event for sub-contractors, suppliers, insurances and production materials should be included. Please also confirm any costs for travel and attendance of meetings and events where applicable)
· clear response to each of the evaluation criteria (see table in section below)


Assessment Criteria
Agencies will be evaluated according to the following assessment criteria.
Scoring: 0 (very poor) – 5 (excellent)

	Evaluation criteria
 
	Score
0-5
	Category
total

	People 20%
Can I work with them?
Do they understand my products and services?
Do they understand my target markets and key stakeholders?
Do they demonstrate relevant, proven experience?
Are there adequate and experienced staff and resources?
	
	

	Approach / how they work 15%
How well have they prepared for this pitch?
Do they demonstrate a deep understanding of the brief?
Are review stages clearly outlined? 
Do the proposed timescales meet requirements? Are they clear?
Flexible in responding to changes (both planned and unplanned)?
Do they demonstrate strong communication skills?
	
	

	Event strategy and implementation 35%
Does their proposed event strategy appear credible, effective & original?
Is their response relevant for the OI brand and the Transform positioning?
Are their ideas relevant for a high growth business audience?
Is there evidence of creativity and innovation in their approach?
Do they have evidence of collaborative working with other sub-contractors and suppliers?

	
	

	Pricing 30%
Are fees clear and reasonable?
Is it clear what is included and excluded from their fees?
Are they clear about how commission works on any outsourced work, eg. catering, guest speaker etc?
Does the proposal represent good value?
	
	

	
Total
	
	



Timing and selection process
The schedule below outlines key timings.  
	Action
	Date

	Brief published 
	11th May, 2017

	Deadline for response to brief 
	26th May 2017 - 17:00hrs

	Notification of successful tender
	Week commencing 29th May 2017



Oxford Innovation contact details
Any queries regarding this brief must be sent (preferable in writing) by e-mail to:
E-mail a.greenall@oxin.co.uk 
Amanda Greenall, Procurement Specialist
Address: Unit 2A(b) Gateway Business Centre, Barncoose Gateway Park, Redruth TR15 3RQ 
Telephone: 01872 300116

Agencies must confirm their expression of interest in this brief by e-mailing the above contact to ensure you receive any further information and clarifications.
Annex 1 - ERDF Eligibility
To be eligible for the Transform programme a business must: 
· Based in Cornwall and the Isles of Scilly
· Be trading for more than 12 months 
· Transform is available to most sectors including Tourism, with the exception of:
· Professional services
· Healthcare
· Mining
· Farming
· Primary agricultural products
· Fishing
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