NICE Annual Conference and Exhibition 
Invitation to tender

Requirement specification 
Summary

NICE (the National Institute for Health and Care Excellence) would like to recruit a conference organiser/agency to plan, produce and deliver all aspects of its Annual Conference and Exhibition for three years: 2018, 2019 and 2020. 
The contractor will work closely with NICE to develop a high quality event which is attractive to delegates, sponsors and exhibitors, drawing on speakers from across NICE’s senior team and our partner organisations in health and social care. This will be a profit-making opportunity for the successful contractor. But they will also have sole financial responsibility for the NICE Annual Conference and Exhibition.
The contract will start in September 2017, with work beginning immediately in preparation for the 2018 event. 
Introduction 
NICE is the national organisation that sets the standard for high quality health and social care.  We support health and social care professionals to ensure the care they provide is of the highest quality and offers the best value for money.  We produce authoritative, evidence-based guidance on the most effective ways to diagnose, treat and prevent disease and ill health, and we set standards to drive quality improvement in a particular area of care.  Our products include: 
Guidance on health technologies – recommendations on the use of new and existing medicines, technologies, treatments and procedures within the NHS

Clinical practice guidelines – outlining the appropriate treatment and care of people with specific diseases and conditions within the NHS
Public health guidance – on the promotion of good health and the prevention of ill health for those working in local authorities, the NHS and the wider public and voluntary sector
Social care guidance – to provide practical support for those working in children’s and adults’ social services, residential care homes, and home care
Quality standards – sets of statements designed to drive quality improvements in specific areas of clinical care, social care and public health. 
NICE performs additional roles in helping to improve quality in the NHS, including: providing NICE Evidence Services (www.evidence.nhs.uk); advising on indicators for the Quality and Outcomes Framework; providing medicines and prescribing advice; hosting annual Shared Learning Awards (see below); and running a fellows and scholars (www.nice.org.uk/fellowsandscholars)  programme to reward contributions to quality care. Further details of our work can be found on the NICE website www.nice.org.uk and in the NICE Charter. 
The NICE Annual Conference and Exhibition
The NICE Annual Conference and Exhibition is unique in the annual health and social care events calendar. It is the only event that brings together senior managers, policy makers and frontline staff from across health and care with the pharmaceutical and medical technologies (medtech) industries to discuss common aims and interests.  

At our conference, we want to inform and engage a wide audience interested in the work of NICE, including stakeholders from the NHS, local government, social care, the pharmaceutical and medical technologies industry, academia and the third sector. The specific themes and issues covered at the conference will vary each year depending on our organisational priorities and the national health and social care landscape.  Broadly, however, our objectives for the event each year will include:
· To enable delegates to find out more about NICE’s current work programmes and remit. 
· To support delegates from the NHS, public health and social care organisations to use NICE guidance/standards locally to improve the care they provide to their patients and service users.
· To engage with pharmaceutical and medtech companies about how they can work with NICE to promote the uptake of innovative technologies in the NHS.
· To enable delegates to understand how NICE influences and interacts with the broader health and social care community, and life sciences/medtech industries.
· To provide NICE with new ideas and feedback to inform our work.
· To facilitate a broader debate on health and social care provision, including issues of quality and patient safety, in the UK. 

The conference has previously run across 2 days in mid-May. Its highest delegate count was around 1500 in 2014. Delegates come from different sectors across health, social care and industry. In May 2017 there were 678 delegates at our event, of which 249 were NICE staff and committee members. 

From 2018 we would be looking to run our conference as a one-day event with at least 2 parallel streams and a programme of plenary panel discussions and keynote addresses. We believe that in the current financial climate, a one-day event will be more appealing to public sector attendees. But we would want to keep open the option of increasing it to 2 days in 2019-2020.

 The exhibition has attracted 15 and 9 exhibitors in 2015 and 2017 respectively (no exhibition in 2016). An integral part of the exhibition is the NICE Shared Learning Awards poster display. This involves displaying 20 A0 size posters, usually in the exhibition hall. The 20 poster presenters are issued with complimentary tickets by the conference organiser. 20 accompanying colleagues are bought tickets by NICE at a cost-price rate agreed with the contractor.

The conference has been running for over 15 years, and has previously taken place at the HIC, Excel, and Manchester Central and several other large conference venues.  In 2015 the Conference was hosted at ACC Liverpool. In 2016 we didn’t host an annual conference (due to election purdah timings which clashed with our usual conference slot) so instead partnered with the Patient Safety Congress to host a smaller one day event. This was held in Manchester Central. Most recently, our 2017 conference was hosted at Liverpool ACC where the event took place on 18-19 May 2017. We are keen to explore alternative venue types for 2018 onwards, including smaller, lower-cost alternatives to the big national convention centres we’ve used before.  
Our conference delegates fall into two broad categories as follows:
‘Users’ of NICE guidance/standards and other products
· Those responsible for/interested in using NICE guidance and other products to drive up the quality of health and social care  – predominantly within the NHS, but also including local authorities, children’s and adults’ social services and other providers of health and social care services.  This group ranges from NHS trust medical directors and NICE managers, to GPs, CCG and local authority commissioners, staff and managers in care homes, social workers, domiciliary care workers, nurses, midwives, senior social workers, allied health professionals and many more.  This group also includes professional bodies and industry organisations who represent health and social care professionals.
Stakeholders in NICE’s work

· Those with an interest in NICE’s work and the wider issues of quality, value and innovation in health and social care.  This group includes, but is not limited to:

· Pharmaceutical industry

· Medical technologies and diagnostics industry

· Patient and carer groups

· Charities
· Journalists
· Academics and other researchers
· Health policy makers from overseas
 A small number of NICE staff attend the event in order to work on the NICE stand in the exhibition hall, and oversee the delivery of the event alongside the contractor. Additionally we would want to secure 50 complimentary tickets for NICE staff to attend as delegates, as part of the contract.

The brief
NICE requires a contractor to research, plan, produce and deliver all aspects of a high quality one-day conference which will include managing the development of the programme, all marketing and promotional activities, ticket sales and delegate liaison, running the exhibition and any additional fringe events (for example, sponsored breakfast briefings or lunchtime workshops).  The contract will run for three conferences, 2018 to 2020. The contract will start in September 2017, with work beginning immediately on planning for the 2018 event. 
Specifically, the contractor will be required to undertake the following: 
General management and logistics:

· Secure a suitable, high-quality, multi-room venue for the event each year, and liaise with the venue on all issues associated with the booking. Please note, we intend to put a venue on hold for May/June 2018 (most likely a hotel venue in Manchester) whilst this tender process is conducted. The appointed contractor’s first priority in post will be to review and confirm the venue booking   
· Book and liaise with all contractors, exhibitors and suppliers
· Liaise with relevant authorities to gain approval, ensure health and safety and venue regulations are complied with, and provide full details, risk assessments and briefs to all contractors and on site management
· Provide all technical support for the event
· Provide audience polling and Q&A technology for the event, such as via Slido, Glisser or a similar platform
· Plan and provide services for the design and build of the conference stage set for the main hall and other plenary rooms 
· Plan and provide services for the design and build of the exhibition
· Plan and book catering for the venue and related social events
· Provide full onsite operational support for the event, including but not limited to the provision and management of all onsite staff such as AV, security, traffic, cleaning, cloakroom, registration, administration and porters

· Manage all finances associated with the event, including, budget control, invoicing, banking, cash flow, VAT, payments, debt collection
· Provide regular financial reports to NICE 

· Keep up to date with the latest trends, innovations and technology developments in conference/exhibition production, and constantly seek to incorporate them into the event format 

· Ensure the event is covered under standard event insurance including public liability.
Programme:
· Conduct yearly market research with previous and potential delegates and speakers, opinion-formers and key figures from the health and social care sector (including NICE’s Senior Management Team), about what topics and issues should feature on the conference programme

· Based on the research findings, develop a comprehensive conference programme of plenary and parallel/streamed sessions to reflect the core topics of interest, with particular focus on NICE’s interaction with the medtech and pharma industries, plus clinical guidelines and implementation. We acknowledge that a one day event cannot cover the breadth of NICE’s many different work programmes and audiences. We, envisage the programme focusing on priority areas identified during the research phase of planning. The programme content will be subject to approval by NICE 
· Source, invite and liaise with speakers including handling queries and providing on-site support. Historically, Dr Phil Hammond has chaired the NICE conference and this is something that we’d like to maintain for future events
· Provide some scope for reimbursement of travel/accommodation expenses for speakers. Our previous arrangement was up to £100 each for speakers.
Marketing and publicity:

· Plan and deliver a full, creative marketing campaign to promote the conference to past and new delegates, incorporating online pre-event trailers such as video interviews with speakers etc. and other innovative marketing approaches. Work with the NICE communications team to ensure key messages about the event are communicated via NICE’s digital and social media channels 
· All published marketing materials including emails, letters, brochures, flyers etc., will need final approval by the NICE external communications team.  A dedicated contact at NICE will be provided to support this sign-off process.  High quality copy writing skills and proof-reading ability is an essential requirement of this contract 
· Plan and deliver all promotional material to an extremely high standard, including sales and marketing literature, delegate literature, conference programme, event guide, newsletters, invitations, delegate/speaker badges, conference signage and event website.  All promotional materials will need to be approved by the NICE external communications team.  A dedicated contact at NICE will be provided to give final sign-off on materials which have been produced, carefully checked, and proof-read by the contractor 
· Design, build, host and manage a dedicated event website through which delegates can view the programme, speaker lists and other key information
· Provide an online booking system for tickets

· Consider a conference app, which delegates can download for free before/during the event, to access the programme, speaker profiles, exhibition map etc.
· Provide a dedicated customer services team for the event, including telesales  

· Make full use of social media channels including Twitter to promote the event, and use Twitter during the conference for live debate and audience questions

· Source (e)mailing lists and organise mailing of the conference promotional information to prospective delegates 
· Book and brief a conference photographer/videographer for future marketing purposes as necessary.
Delegates - general:
· Liaise with all delegates and exhibitors including handling of queries before, during and after the event, registration (including online booking system via an event website to be set up and run by the contractor), invoicing, sending out confirmation of attendance and any other relevant information
· Ensure that online and other booking systems can capture the breakdown of delegates by sector, using keywords/terms agreed with NICE
· Set ticket prices to be approved by NICE for the following three groups of delegates: NHS/public sector, private sector, and charity/third sector delegates 

· Provide and promote services for delegates with disabilities or additional needs
· Negotiate rates with hotels for delegates within walking distance of the conference centre and provide a facility for booking

· Produce delegate packs with related information.
Delegates – NICE staff invitees:
· Provide a service to coordinate NICE staff attendance for the conference, including handling queries before, during and after the event, complimentary registration for 50 staff, and sending out final confirmations. 
· Provide a discount code allowing all NICE committee members (approx. 600 people) to register for the conference at a reduced rate. 
Bursary scheme:
· NICE also runs a bursary scheme through which we cover the cost of conference tickets for a limited number of patient organisations/charities/NGOs.  The number of people accepted by NICE for the bursary scheme will depend on the number of applications and funds. In 2017, 30 applicants were awarded places.  NICE will select these organisations and supply their details.  The contractor will need to register these people as delegates and invoice NICE for the balance of their tickets (to be paid at the early bird charity/third sector ticket rate)
· The contractor will liaise with those delegates who have been accepted onto the Institute’s Bursary Scheme answering any queries before, during and after the event and sending out confirmations.  These confirmations should be done in a timely and efficient way, and there should be a clear point of contact for any queries.
Exhibition:

· Plan an exhibition area for relevant companies and organisations, which is suited to the size of the chosen venue 

· Manage the marketing and sales of exhibition space, ensuring that exhibition spaces are not sold to organisations whose work conflicts with the purpose of NICE
· Plan and build a shared learning zone within the exhibition hall to host NICE’s shared learning poster display 
· Provide space at the centre of the exhibition for the NICE stand to be located, free of charge.  Dimensions of the NICE stand will be provided on appointment of the contract. 

Press and the media:

· Provide a free ‘press pass’ to the event for accredited editorial journalists who request one.  The NICE press office will manage requests and ensure that only names of accredited journalists are sent to the contractor for press passes.  Over the past three years, an average of 10-12 journalists have attended each year. 
Sponsorship:
· Source, market to and liaise with sponsors ensuring there are no conflicts of interest with NICE. Due to the nature of NICE’s work with industry, commercial sponsorship must always be treated carefully and with caution. All commercial sponsorship needs to be agreed with NICE prior to raising an agreement. A dedicated contact at NICE will be allocated for approving all sponsorship packages at the event. Previous sponsorship agreements have included private lunchtime workshops, drinks receptions, inserts in the delegate pack, adverts in the event guide, and presentations within the exhibition hall 
· Please note: due to the nature of NICE’s work, it is not appropriate for content or speaker slots on the main conference programme (plenary or streams) to be sponsored. 
Social and other events:
· Propose a pre-conference social event for delegates with a preference being for an opt-in pre-conference dinner or drinks reception 
· All commercial sponsorship of social events needs to be agreed with NICE prior to raising an agreement.

Working with NICE:
· Ensure that NICE objectives are met at all times
· The conference is NICE’s flagship annual event, and as such its smooth, professional delivery is vital to our corporate image and reputation.  The contractor must ensure that all communications with delegates, speakers, exhibitors and sponsors before, during and after the event (both formal and informal, written and verbal) uphold the highest possible standards of quality and accuracy  
· Provide a dedicated, qualified team with specialist knowledge of the health and social care sector to produce all aspects of the event. Where possible, ensure that the same team works on the event for the duration of the contract, to ensure consistency of service 
· Provide bi-monthly budget reports to NICE. The supplier shall retain all profits from the conference
· Provide reports and regular updates to NICE on the progress of the conference, including arranging and attending progress meetings as deemed necessary by NICE.  Provide a final report within 6 weeks of the event.  This report should include feedback from delegates and exhibitors, costs and income generated
· Provide a dedicated project manager to liaise with NICE through a named person, throughout the organisation of the event.
Evaluation:
· Produce a conference feedback form and distribute among delegates, exhibitors and sponsors at the event.  Collate and analyse responses 
· A final report should be provided 6 weeks after the event. 
Your submission

If you are interested in tendering for this supply, please email your expression of interest (EOI) to: gillian.watson@nice.org.uk, your email will be acknowledged and include the list of questions and responses processed to that date. 

Bidders who submit a proposal and have not sent an EOI by the deadline date and time shall not be considered.

To tender, your submission must provide responses to the points below and take into account the brief in section 4.  Please number the sections of your submission as laid out below.

1.0
Project plan

Provide an outline with timeline of how you would undertake the service on behalf of NICE to produce a high quality conference and exhibition. 
2.0
Relevant experience

2.1
Provide two examples of previous relevant conferences where you have managed all aspects of the event.  The examples must be of conferences similar in scale to that proposed by NICE (i.e. 350-500 delegates).  Provide examples of materials you used to promote them.  Provide examples of delegate feedback.

3.0
The programme


The successful contractor will have the sector-based knowledge and expertise required to create a detailed conference programme each year, including developing relevant programme themes, plenary and parallel topics, and sourcing potential speakers. 
3.1
Please detail any relevant NHS, health, social care and life sciences industry specialist knowledge your team has. 
3.2
Give details of how you would go about researching and planning content for the NICE conference plenary and streamed sessions.

3.3
Propose an overall theme for the 2018 conference, and outline broad content and ideas you would propose to include in a NICE conference programme based on the current health and social care landscape. Your ideas will be used for tendering purposes and may or may not form part of the subsequent contract.
3.4
Suggest one plenary session and two parallel streamed sessions you think would be appropriate for the programme at next year’s NICE conference.
3.5
Provide details of how you would go about sourcing, attracting and coordinating relevant and high calibre speakers for the programme.
3.6
Describe what your approach to working collaboratively with NICE would be, throughout the programme development process. 

4.0
Marketing

4.1
Provide details of the marketing activities you would carry out to market the event to the target audience (to both delegates and exhibitors/sponsors) and outline your campaign, including the different marketing channels you would use.  

4.2
Provide examples of the range of marketing materials you have produced for other events, including both printed and digital products. Provide detailed examples of the quality of your team’s copywriting, editing and proofreading skills. 
4.3
Provide examples of event websites that you have designed, built and hosted previously.  Please highlight: ease of use, design features and conference functionality (i.e. ticket booking, registration for sessions etc.)
5.0
Delegates and Exhibitors

5.1
State how you would aim to increase the number of delegates and exhibitors from relevant sectors (i.e. NHS, charities and patient groups, academia and industry), in particular those from our new audiences in social care and local government. 
5.2
Specify what processes and policies you would have in place for coordinating and managing the relationship with delegates.

6.0
Social events
6.1 
Propose a social event which could work for a one-day conference, for example a pre-conference dinner or drinks reception.   

7.0
Onsite


Specify what services you would be providing onsite.
8.0
Sponsorship
Identify possible/relevant sponsors and outline suitable opportunities for involvement in the event, describing how you would deal with any potential conflict of interest in relation to NICE’s work.  

9.0
Conference costing

We are looking for an organisation that can deliver a high quality event for the least cost to NICE.  The successful organisation will need to manage all finances associated with the conference including budget control, invoicing, banking, cash flow, VAT, payments, debt collection and provide regular reports to NICE. We will require the successful organisation to take financial liability for the conference. In return the supplier shall keep all profits from the conference unless NICE is required to cover other expenditures in which case NICE shall be reimbursed from the gross conference income. Please see Appendix 1.
9.1
Please state how you would provide the funding method above, taking into account the fact that we will require 50 free places for our staff. Preference will be given to submissions that are most economically advantageous to NICE.
9.2
Please provide an estimated budget which shows costs and revenues for 300, 350 and 400 delegates, demonstrating how your costing solution would operate, and explaining any assumptions and conditions.  Please detail the ticket prices you would propose for: public sector delegates, private sector delegates, charity/third sector delegates and the cost-price rate you would propose for NICE to purchase 20 poster presenters’ tickets. Please provide details of your proposed exhibitor rates per stand, and the cost of typical sponsorship packages. We are testing the cost, public sector and charity/third sector pricing proposals and also checking the feasibility of the exhibitor and sponsor pricing. See Appendix 1.
9.3
What systems would you use to manage the finances?
9.4
Detail any inflationary or other cost increases that you would foresee in 2018, 2019 and 2020. 
10.0
Organisational Policies and Conflict of Interest
Please provide one copy of each of your organisation’s health and safety, environmental, equal opportunities and diversity in the work place polices, together with the last three years of audited accounts for your organisation.

Please declare (if applicable) all current projects with clients or partners that your department/ group/organisation is currently working with, which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.
If you anticipate any actual or potential conflicts of interest with your existing client base, please explain how they will be handled.
11.0
Timelines

· Wednesday 28 June 2014 full tender documents issued to organisations
· 5pm Friday 7 July 2017: deadline for expressions of interest
· 5pm Friday 7 July 2017: deadline for questions regarding the tender 
· 5pm Wednesday 12 July: answers to questions sent out by NICE
· 12 noon Friday 21 July 2017 deadline for tender submissions (no later than 12 noon)
· 27 July shortlist notification
· Thursday 3 August 2017 supplier interviews 

· Bidders will be informed of the tender outcome on the Thursday 3 August
· Contract to start Tuesday 19 September 2017  
NB , all dates may be subject to change.
If you have any questions regarding this tender, or require any further information, please contact Gillian Watson via email gillian.watson@nice.org.uk before 5pm Friday 7 July. Please note that the answers to questions will be circulated to all potential suppliers by 5pm on Wednesday 12 July. 

Proposals should be submitted in accordance with the requirement specification and be sent electronically no later than 12 noon Friday 21 July 2017 to contract.bids@nice.org.uk  (N.B. please complete and return the form of offer by the same date and time in hard copy).  Failure to comply with the requirements specification or covering letter may result in your bid being declined.
Applicants who have been successfully shortlisted will be informed on Thursday 27 July 2017 and interviews will be held on Thursday 3 August 2017. You will be informed on 3 August on the outcome of your bid.
12.0 
Selection criteria:
Tenders will be assessed on the basis of the following, each of which will be weighted as shown in the table below:

	Criteria
	Weighting

	Project plan
	10

	Relevant experience
	14

	Ability to deliver the programme
	25

	Marketing
	16

	Delegates and Exhibitors
	6

	Social events
	4

	Onsite
	10

	Sponsorship
	5

	Conference costing
	20

	Policies and Financial Statements
	Pass or Fail


13.0 
Criteria and Scoring Guide

Each evaluator will independently evaluate each tender submitted and use the following guide to score each criteria, the scores of all evaluators per criteria are then averaged and the criteria weighting is then applied to give an adjusted score.

	Score
	Guide

	-5
	The point is omitted

	0
	Not explained / repeat of specification

	1
	The point is not acceptable

	2
	The point is possibly acceptable

	3
	The point is acceptable

	4
	The point is well made and acceptable

	5
	Exceeds expectations / excellent

	
	


14.0
NON COMPLIANCE

NICE expressly reserves the right to reject any proposal that -:

· Does not follow the instruction to tender guidance;

· Is an incomplete proposal, where answers to any questions are not provided, or a reasonable explanation is not provided of why any answer to any question has been omitted;

· Refusal to adhere to, or significant unacceptable changes made to the Terms and Conditions of Contract.

Appendix 1: 
Conference ticket rates and delegate numbers 2015-2017
Please note that the 2016 event was a partnered 1 day event at another conference and not a NICE annual conference, so figures are reflective of that scaled down presence
What was the total number of paying delegates by year?
	Year
	Delegate Volume

	2015
	726 

	2016
	157 

	2017
	679


What was the total income from delegate sales by year?
	Year
	Delegate Sales Revenue

	2015
	£246,107

	2016
	£67,505

	2017
	£165,414

	
	

	
	


What was the total revenue by year?
	Year
	Total Revenue

	2015
	£359,495

	2016
	£89,895

	2017
	£199,854


What was the total cost by year?
	Year
	Total Cost

	2015
	£194,602

	2016
	£62,585

	2017
	£155,381


