  NICE Board Meetings & Question Time Sessions
Invitation to Tender

Requirement specification
Introduction
1. The National Institute for Health and Care Excellence (NICE) would like to appoint a conference organiser to plan, produce and deliver 12 NICE Question Times and Public Board Meetings. 
2. The contract will start on 1 August 2018, with work beginning immediately in preparation for the first 2 meetings under the contract (September 2019 and November 2019). The contract will end after the July 2021 Board meeting has been arranged and held. 
3. The schedule of meetings is outlined in appendix 1.
Background
4. The National Institute for Health and Care Excellence (NICE) is the independent organisation responsible for providing evidence-based guidance on health and social care. NICE guidance, standards and other resources help health, public health and social care professionals deliver the best possible care within the resources available. Our products include: 

Guidance on health technologies – recommendations on the use of new and existing medicines, technologies, treatments and procedures within the NHS

Clinical 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 adult’s social services

Quality standards – sets of statements designed to drive quality improvements in specific areas of clinical care, social care and public health. 
5. NICE performs additional roles in helping to improve quality in the health and care system, including: providing NICE Evidence Services; advising on indicators for the Quality and Outcomes Framework; providing medicines and prescribing advice; and running a fellows and scholars programme to reward contributions to quality care. Further details of our work can be found on the NICE website. 
The NICE Board meetings
6. NICE Board meetings are held in public every two months in different locations around the country. They are approximately 2-3 hours in length.  
7. The Board ensure they cover as many different areas of the country as they can, visiting a different town or city for each meeting, to maximise opportunities for engagement with local stakeholders in NICE’s work.  

8. Of the 6 meetings each year, 3 will usually be held in NHS hospital venues, and 3 in community venues such as a town hall or civic centre. 
9. The meetings are open to anyone interested in NICE’s work.  Questions are taken from the floor after each item and attendees have the opportunity to meet the NICE Board prior to, and following, the meeting.  

10. The Board meetings are seen as an extremely important opportunity for NICE to engage with key stakeholders at a local level.
The NICE Question Time (Q&A) sessions
11. NICE Question Time precedes each Board Meeting.  The objective of the NICE Question Time is to engage with key stakeholders and promote an understanding our work.  It provides attendees with an opportunity to question the Board directly about our recent guidance, recommendations we have made, or more generally about how we work.  
12. At the start of the session, a short presentation is given by the Chief Executive and questions are then taken from the floor. Lunch is provided for attendees prior to the Q&A session giving them the opportunity to meet with Board members informally.  
13. Anyone can attend the Question Time and Board meeting. Attendees typically include patient groups, voluntary and community groups, health and social care staff, NICE staff, representatives of the life sciences industry, and any other interested members of the public. For the purposes of the specification, these are collectively referred to as “public attendees”.
14. A table outlining the number of people attending the Question Times and Board meetings in recent years can be found in appendix 2. 
Pre-Board Strategy meeting

15. The NICE Board members hold a morning strategy meeting for up to 3 hours, prior to the NICE Question Time session.  This meeting is not open to the public and is held at the same venue as the Board meeting and Question Time. The meeting is attended by the 16 Board and Senior Management Team (SMT) members, plus approximately a further 5 attendees (the precise number of additional attendees will vary each meeting). 
Board Meeting Dinner

16. On the evening prior to the NICE Board meeting and Question Time session, a dinner is held for the Board members.  This usually takes place in a private room at the hotel the Board are staying in. Occasionally a local restaurant is used if it has not been possible to use a hotel that has suitable dining facilities. In addition to the 16 Board and SMT attendees, there will be additional guests (NICE and non-NICE) that will vary by meeting (on average 5 in total).
17. It is key to us that the Board is made to feel comfortable and all aspects of the evening are taken care of, run smoothly and managed in accordance with the budget limits in NICE’s Travel and Subsistence Policy.
18. A typical schedule from the dinner to the Board meeting can be found in appendix 3.
The Brief
19. NICE requires a conference organiser/agency to plan manage, organise and deliver 12 Board meetings, NICE Question Time sessions and dinners across England (as outlined in appendix 1).  The marketing and promotion of the event will be managed by NICE. Likewise NICE is responsible for producing and printing the agendas/papers for the Board meetings, and taking the minutes of the meetings.

20. The contract will run for meetings held over a 2 year period - September 2019 to July 2021 (inclusive), with the option to extend for 2 twelve month periods.  Specifically, the contractor will be required to undertake the following: 
· Propose Board meeting venues, taking into consideration locations of previous meetings and the views of NICE’s Corporate Office and Communications team on preferred locations.
· Secure all venues for the meetings, including venue sourcing - assessing suitability in terms of size, location, accessibility; liaison with venue providers and caterers; and negotiations on price.
· Ensure public liability insurance for the event is in place.
· Conduct site visits on a rolling basis, to ensure that venues are confirmed at least eight months in advance.

· Identify 3 suitable hotels in the area for the Board’s accommodation and negotiate rates in order to achieve best value for money - providing NICE with copies of the quotes obtained to prove best value. This is to be in line with the NICE Travel and Subsistence policy.

· Identify a suitable venue for the Board dinner (preferably the hotel used for the overnight accommodation), providing details of sample menus (i.e. price) for NICE’s consideration. If hotel does not have suitable dining facilities identify at least 2 options for NICE’s consideration.
· Manage all the administration for public attendee bookings through mailings, phone calls and online registrations through the NICE website – including acknowledging registrations, sending instructions for the day and handling all other queries before, during and after the meeting.

· Liaise with Board members – informing them of the venue details, acquiring accommodation, dinner and travel needs.

· Organise additional transport for Board members and NICE staff between hotels/meeting venues/local station as required (NICE will arrange transport for Board/NICE staff from their home/office to the local station).
· Ensure suitable AV facilities are in place, including laptop and projector; desk and roving microphones.

· Print copies of the Board member biographies for circulation to each public attendee (NICE will provide electronic copies of the six page handout for the supplier to print in colour).
· Ensure meeting rooms are set up for the pre Board strategy meeting, Question Time and Public Meeting, ensuring where possible the room for the strategy meeting is set up as per the Board’s requirements the evening prior.
· On the day staffing - 2 staff to be present for whole meeting.

· On the day management including setting up and staffing the registration desk, providing attendee badges, attendees list, name plates and directional signage.  Ensure AV equipment has been checked and is working properly.
· Pass roving microphones to public attendees asking questions at the Question Time and Board meeting.
· Troubleshooting on day.
· Produce electronic feedback forms and distribute to public attendees after meeting.
· Provide a debriefing event report to NICE within 2 weeks of each meeting, including results of feedback from attendees, and attend debrief meeting (by telephone call) with NICE after each meeting.
· Invoicing – check invoices against delivery of service and pay invoices to suppliers.  NICE to then be invoiced.
· Budgets – to liaise with NICE on all matters regarding costs and provide NICE with a breakdown of costs for each meeting.

· To provide NICE with as comprehensive a table of costs as possible prior to each meeting.
· Provide a dedicated project manager to liaise with NICE throughout the duration of the contract.

21. NICE will take an active role in deciding upon the strategic direction of the Board Meetings and NICE Question Time sessions and the meetings will be branded as a NICE event throughout.
Your Submission

22. Your submission must provide responses to the points below and take into account the brief.  Please number the sections of your submission as laid out below.

I. Project plan and proposal
a. Provide an outline of how you would undertake the service on behalf of NICE to produce successful meetings.
b. Provide a project plan showing how you would undertake a typical meeting.
II. Relevant knowledge, experience and capacity
a. Provide 2 examples of similar meetings that you have managed.
b. Demonstrate an ability to source NHS and local government venues.
c. Indicate relevant experience you have within the NHS, social care, public health, and local government sectors.
d. Provide details of your organisation’s structure and a list of those posts that would be assigned to this project. 
III. Meeting costs
NICE is looking for an organisation that can deliver high quality meetings at very competitive rates.  
a. Please detail your fixed management fee for each meeting to cover:
i. delegate administration based on the number of people attending the public board meeting and Q&A in recent years (appendix 2) 

ii. management of the events on the day
iii. venue and hotel sourcing and liaison with venue staff
iv. liaising with Board and NICE staff informing them of the venue details, acquiring accommodation, dinner and travel needs 

v. arranging transport for Board and NICE staff from hotel to venue to station (actual cost of transport to be passed through to NICE).

vi. printing of the Board’s biographies to handout to public attendees (currently a six-page A4 document which will need to be printed in colour and provided to every delegate on arrival) 

vii. on the day staffing cost x 2 per event
viii. provision of required AV facilities (see appendix 4 for further information)
ix. one site visit per location to assess suitability of proposed meeting venue and hotel/dinner options before booking is confirmed with NICE
x. budget management

xi. additional ad hoc reports as requested 
xii. requesting and collating feedback from attendees and compiling report for NICE

xiii. post-event de-brief meeting 
xiv. year ahead location research and planning. 
b. Please detail any other additional charges outside of the fixed management fee such as additional on the day staffing or additional site visits.  
c. The fixed management fee excludes the following costs that will be passed to the NICE: hotel accommodation for the Board and NICE attendees, dinner expenses for NICE staff and the Board, any travel expenses for the Board and NICE staff from the hotel to Board meeting venues to local stations, venue room hire charges, catering, public liability insurance. Please state how you would ensure that the most competitive costs for these will be achieved for each meeting.

IV. Policies and Financial Statements

a. Provide one copy 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 and a current balance sheet.
b. NICE recognises that some SMEs (Small, Medium Enterprises) (less than 50 people for a Small Enterprise and less than 250 for a Medium Enterprise) may not have formal policies available but still operate their businesses in a manner that is conducive to the above. If you are an SME and do not have formal policies in place, please submit with your response a written statement on how your company operates in light of the above three areas of legislation and best practice. If an SME does not have 3 years of accounts due to being recently established then annual accounts must be provided where available along with a balance sheet for the current year. If this is the first year of trading for an SME then a current balance sheet must be provided. NICE may require further information in order to verify the existence of any company submitting a bid.
c. A declaration of current projects with clients or partners that your organisation is currently working with which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.

d. If your organisation (whole organisation including parent, group or subsidiary) has a turnover of £36 million or greater then provide a Modern Slavery Act Transparency Statement: this should set out the steps you have taken to ensure there is no modern slavery in your own organisation and that of your supply chain. If your organisation has taken no steps to ensure there is no modern slavery in your own organisation, then your statement should say so (a parent org/group statement is acceptable, this is compliance with the Modern Slavery Act 2015).
e. A summary sheet must be provided that details the benefits of your proposal and where your proposal provides value for money.

Timelines

	Issue tender
	16/04/2018

	Deadline for Expressions of interest
	17.00 02/05/2018

	Deadline for Tender Questions
	17.00 02/05/2018

	Answers sent out
	17.00 03/05/2018

	Tender receipt deadline
	12 noon 21/05/2018

	Notify short list
	11/06/2018

	Interviews(if required)
	18/06/2018

	Award contract
	18/06/2018

	Alcatel period
	19-28/6/2018

	Contract start
	08/08/2018


Budget
            

23. There is a maximum of £70,000 excluding VAT available for the fixed management fee in total across the initial contract term. This excludes the variable costs passed through to NICE.  Bidders are requested to fully cost their tenders - please provide full cost breakdowns and rationales. 
Costing 

24. Please provide a cost breakdown in GBP sterling, exclusive of Value Added Tax (VAT), of the allocated budget necessary to deliver the service (including costs of attending all meetings) – please see the below tables to present this information. The ‘Resource Costs’ table must show the estimated time commitment of each project team members. All travel and subsistence costs are to be included in the day rates listed in the ‘Resource Costs’ table. 


Resource Costs
	Staff/Resource Description
	No. of Days per Staff/ Resource
	Day Rate per Staff/Resource  (£)
	Total Cost (£)

	
	
	
	


Non-Pay Costs

	Non-Pay Costs Description 
	Total Cost

	
	


Total Specification Cost (Exclusive Of Vat)

	Total Specification Cost
	GBP Sterling

	Total Cost 
	£ excl VAT


Selection Criteria

25. Tenders will be assessed on the basis of the following:

	Criteria
	Weighting (%)

	Project plan and proposal 
	25

	Relevant experience, knowledge and capacity 
	35

	Meeting costs
	25

	Cost evaluation (see paragraph 27)
	15

	Policies and procedures
	Pass/ Fail

	Financial stability
	Pass/ Fail


26. In light of the government’s drive for transparency, NICE is providing the formula that will be used for the cost evaluation aspect and the scoring guide. 
Cost Evaluation

27. The cost will be evaluated using the following formula:

· Lowest Bidder’s Price for fixed management fee / Bidder’s Price for fixed management fee X 15%

Criteria and Scoring Guide
28. 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.

	Scoring Note
	

	-5
	The point is omitted

	0
	The point is 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
	The point exceeds expectations/excellent


Non Compliance
29. 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.
30. If you have any questions regarding this tender, or require any further information, please contact Gillian Watson, via email on:   gillian.watson@nice.org.uk by 5.00pm 2nd May 2018.  Please note that the answers to questions will be circulated to all who express interest by 3rd May 2018.
Proposals should be submitted in accordance with the requirement specification and be sent electronically to be received no later 12.00 noon UK time 21st May 2018 to: contract.bids@nice.org.uk.

The Form of Offer must be submitted in hard copy only to:

NICE Board Meetings & Question Time Sessions tender 
Gillian Watson, Senior Procurement Officer

NICE, City Tower
Piccadilly Plaza
Manchester 
M1 4BD 
and must be received by NICE no later than 12.00 noon UK time 21st May 2018.  

The envelope must not identify the name of the company.

Failure to comply with the requirements specification or covering letter may result in your bid being declined. 
Appendix 1 – meetings covered by the initial 2 year contract

31. September 2019
32. November 2019
33. January 2020
34. March 2020
35. May 2020
36. July 2020
37. September 2020
38. November 2020
39. January 2021
40. March 2021
41. May 2021
42. July 2021
Appendix 2 - Number of public attendees at the public Board meeting and Question Time in recent years

	Location
	Date
	Question time
	Public Board meeting

	Colchester
	January 2014
	90
	37

	Exeter
	March 2014
	70
	33

	Cheltenham
	May 2014
	58
	23

	Doncaster
	July 204
	52
	30

	Kendal
	September 2014
	40
	19

	Coventry
	November 2014
	60
	37

	Maidstone
	January 2015
	40
	19

	Warrington
	March 2015
	41
	24

	Bristol
	May 2015
	46
	25

	Edinburgh
	July 2015
	34
	15

	Lincoln
	September 2015
	45
	33

	London
	November 2015
	48
	25

	Salisbury
	January 2016
	51
	11

	Swansea
	March 2016
	44
	16

	Peterborough
	May 2016
	68
	26

	St Leonards
	July 2016
	59
	29

	Nottingham
	September 2016
	50
	17

	Manchester
	November 2016
	62
	37

	London
	January 2017
	50
	22

	Durham
	March 2017
	53
	19

	Chester
	May 2017
	44
	22

	Basingstoke
	July 2017
	54
	21

	Birmingham
	September 2017
	51
	28

	Exeter
	November 2017
	49
	25

	Cambridge
	January 2018
	61
	26


Appendix 3: example schedule
	Tuesday 
	

	Meet in hotel bar
	7.45pm

	Dine at hotel
	8.00pm

	
	

	Wednesday 
	

	Coach/taxis to meeting venue from hotel*
	8.30am

	Private strategy meeting
	9.00 – 11.45am

	Lunch with public attendees
	12.00 noon

	Question Time
	12.30-1.15pm

	Coffee 
	1.15-1.30pm

	Public Board meeting
	1.30-4.00pm

	Coach/taxis for Board/SMT to train station*
	4pm


* if required – often the distances may enable walking to/from meeting venue

Appendix 4: AV equipment
NICE will provide the following equipment for the contractor to store and use for the meetings:

· 2 x ART 310-A active speakers c/w mains cables

· 2 x speaker stands

· 5 x XLR cables – for speakers

· 2 x Peli cases

· 2 x 4 gang mains extension cables

· 2 x 1 gang mains extension cables

· 1 x AKG CS5 BU conference mic system controller

· 25 x AKG  CS5 DU conference mic bases c/w CAT5 cables

· 28 x AKG CK31 mic capsules

· 25 x 30cm mic storks

· 5 x 50cm mic storks

· 2 x mic base power supplies

· 2 x Sennheiser G3 E100 tie clip mic kits

· 2 x Sennheisser G2 E100 hand held mic kits
The contractor will need to provide all other required AV equipment, including:

· Mixer

· Laptop

· Projector

· Screen 
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