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Memorandum of Information
For
   Eastbourne Theatres Box Office Ticketing System Procurement
1 	Introduction
[bookmark: _GoBack]Eastbourne Borough Council (EBC) owns and operates 3 theatres in Eastbourne (“Eastbourne Theatres”). EBC is looking to introduce a user-friendly ticketing system for customers and theatre staff at Eastbourne Theatres.

The selected solution will help increase online sales and offer customers an improved level of service across all communication channels but particularly online. The system must be easy to use and adaptable with as little overhead maintenance and administration as possible. There will be a drive to develop the system to ensure that features are up to date and relevant to the current and future ticketing market.
 
The contract term will be for 3 years with the option to extend annually for a further 2 years.

2 	Background 
Located in the heart of Eastbourne’s cultural quarter and a short walk from the seafront, Eastbourne Theatres encompass 3 diverse venues; 

Congress Theatre
Purpose built theatre and conference venue with a seating capacity of 1,689. The largest theatre on the south coast the venue plays host to large scale West End touring musicals, touring productions and one-night concerts.

Devonshire Park Theatre
Grade II listed building built in 1884 and further improved by celebrated theatre architect Frank Matcham in 1903. With a seating capacity of 936 it is one of the best examples of small Victorian Theatre in the country with an ornate interior.  The venue plays host to touring drama productions and produces its own shows including the annual pantomime.  

Winter Garden
Built in 1875 the venue consists of two main parts - the Floral Hall, originally used as a skating rink in winter and concert hall in summer, and the Gold Room. Today the venue is used for cabaret style events, tea dances, comedy clubs and live music gigs.

In addition all 3 venues are hired out to local organisations and groups.

The venue serves the local community however, the diverse nature of the venues programme and the venues location in a popular seaside resort means the theatres have a large catchment with many customers looking to purchase tickets online. 

Eastbourne Theatres currently sell on average 270,000+ tickets with a value of £4,500,000+ per annum. 30% of these sales are online via the website www.eastbournetheatres.co.uk. The demand across all communication channels varies from day to day with sales increasing substantially for brochure launches and high profile shows.

The theatre sales team is staffed by 16 full time and part-time Box Office staff, including casual staff and a full time Box Office Manager. 

Eastbourne Theatres has operated Tickets.com ProVenue Databox since 2003. 

3 	Resources and Approach
Theatre staff are fully aware, from the industry and customer comments, that customer expectations when booking tickets are high and the theatre must strive to meet these. Any new system must be flexible and accessible across all digital platforms. There is a need for a future proofed system with Access Control ticketing in place. The world of ticketing is a fast moving industry and the company who successfully wins this contract must be able to demonstrate how they are proactively working to develop and evolve their system. Eastbourne Theatres Artistic Director and Marketing Manager will lead the procurement process to ensure that Eastbourne Theatres is offering the best level of service possible via its booking system.

The councils IT team are also supporting this procurement. They will assist with the migration process, set up and implementation of the new system. The theatres website provider, Tincan, will also be involved with any development required of the theatres existing website to ensure integration with the new system.

The contract will commence August 2016. Launch of the new system will take place in September, with any training, data migration and website functionality updating taking place during August/September 2016.

The system must be ready, operating fully, with staff trained during September 2016.

4	Proposed Timetable

	29th April 2016
	Issue of Pre-Qualification Questionnaire (PQQ).

	31st May 2016
	Return date for PQQs

	10th June 2016
	Notification of PQQ results & Issue of Invitations to Tender

	1st July 2016
	Last date for questions

	6th July 2016
	Final EBC response to questions

	15th July 2016
	Closing date for Initial Tender submission.

	w/c 25th July 2016
	Keep FREE for demonstrations [at EBC offices]

	29th July 2016
	Deselection (where applicable) & Requests to Negotiate issued by EBC OR 
Selection of preferred supplier (& commence Standstill Period)

	8th August 2016
	Contract Award OR Revised Tender Submissions

	15th August 2016
	Selection of preferred supplier (& commence standstill period)

	26th August 2016
	Contract Award

	30th August 2016
	Contract start date

	30th Aug -16th Sept
	Implementation period

	19th or 26th Sept
	Go live date
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