[image: image1.jpg]




Invitation to Tender for the Provision of Cleaning & Waste
Document 7b – Sample Conference & Exhibition Event  
1. Scope

Using the information below, please formulate and cost a Cleaning & Waste Delivery plan, taking into consideration the build day, open period and break down operating hours. You will also need to take into consideration the areas and rooms in use, break periods, activities and number of attendees. 
2a Event Type 
Conference & Exhibition
2b. Risk Category 

Security & Sale of Alcohol Category is C3 (no perceived risk to participants or spectators)
3. Attendees: 500 Delegates
Age group: As per the working population 
Male / Female ratio 40-60 

Transport method: Mixed
Alcohol consumption: Moderate 
4a. Hire Period – 9th November – 12th November 0600-0300hrs.
Note: Client on site at 0600hrs each day.
4b. Areas in Use (Event Period)
Whole of Convention Centre (CC) this includes:
Galleria, Hall 1and backstage rooms, Hall 2, Rooms 3-16 
Exhibition Centre Liverpool (ECL)

ECL - Room 17 - 21                      
ECL - Hall A 
Org Office A 

Org Office B 
4c. Areas in Use (Client)
Thursday 9th November 0600-2200
Hall 1A and backstage rooms
Room 13 - Crew catering

Room 14 - Crew catering

Friday 10th November 0600-2200
Galleria - Registration

Hall 1 - Plenary & breakout

Hall 2 - Set up & rehearsals

Room 3 - Suppliers, refreshments & seating

Room 4 - Meetings

Room 5 - Ad-hoc boardroom

Room 6 - Ad-hoc boardroom

Room 7 - Production office

Room 8 - Speaker green room

Room 9 - Presenters rooms

Room 10 - Production office

Room 11 - Suppliers, refreshments & seating

Room 12 - Soft seating & refreshment area

Room 13 - Crew catering

Room 14 - Crew catering

Room 15 - Not in use

Room 16 - Green room

Room 18 & 19
Saturday 11th November 0600-2200
Galleria - Registration & refreshments

Hall 1B - Breakout (People)

Hall 1C - Breakout (Communication)

Hall 2 -   Plenary (daytime); Dinner (evening)

Room 3A - Breakout 
Room 3B - Not in use

Room 4 - Breakout 

Room 5 - Band room

Room 6 - Ad-hoc boardroom

Room 7 - Production office

Room 8 - Speaker green room

Room 9 - Presenters rooms

Room 10 - Production office

Room 11 - Breakout 

Room 12 - Not in use

Room 13 - Crew catering

Room 14 - Crew catering

Room 15 - Not in use

Room 16 - Green room

Rooms 18 & 19 - lunches

Hall A - Lunch & suppliers

5. Build Period – Thursday 9th November 2017

Client on site 06:00 - 06:00

Auditorium Set Up and Rehearsals 0600-20:00

Site Clear 21:00-21:00

Open Period - Friday 10th November 2017
Client on site 06:00 - 06:00

Hall 2 setup & rehearsals 06:00 - 22:00

Supplier access to set up (upper level) 07:00 - 08:00

Registration open Galleria 08:00 - 11:45
Lunch 12:15 - 13:45

Afternoon refreshments Foyer 15:30 - 16:00

Day 1 closing session Hall 1A (without drums) 16:00 - 17:30

Drinks reception Foyer 17:30 - 19:00

Open Period – Saturday 11th November 2017
Client on site 06:00 - 06:00

Registration open Galleria 08:00 - 16:00

Arrival refreshments (galleria & lower galleria) 08:00 - 09:30

Group 2 - Lunch Hall A 13:10 - 14:20

Delegates to depart 16:00 - 16:10

Drinks reception Galleria 17:45 - 18:20

Dinner welcome Hall 2 18:30 - 18:35

Dinner finishes Hall 2 00:30 - 00:30

Site clear of delegates 01:00 - 01:00

Hall 2 de-rig Hall 2 01:00 - 03:00

Site clear 03:00 - 03:00
6. Cleaning Requirements  
Standard Cover
CC – All toilets in use.

ECL – Level 1 toilets in use.
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