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Invitation to Quote

Festival Programme Consultant
Term: Upon contract signature, until 30th June 2018.

1. Overview of Requirements
Liverpool Vision will again host the International Business Festival, in June 2018 and seeks to appoint an individual or organisation to support the development of the festival programme.


2. The Client

The client is Liverpool Vision Limited (company registration number 06580889) working on behalf of the Mayor of Liverpool. 
Who Are We?
Working closely with private sector businesses in the city, Liverpool Vision is the Mayor of Liverpool’s economic development company incorporating:
· Marketing Liverpool
· Invest Liverpool
· Special projects, such as the International Business Festival

What Is Our Purpose?
Liverpool Vision’s purpose is to enhance the brand of Liverpool, attracting investment and creating jobs to ensure a more prosperous future for the city. 

How Do We Do This?
Through raising the profile of our offer, we will generate interest from investors and visitors that will both help attract new investment and encourage existing businesses to grow. We will, together with private and public sector partners maximise opportunities by participating in major events such as MIPIM, International Festival for Business (in 2016, 2018 and 2020) and Visitor Economy exhibitions. By working in partnership with commercial partners in the private sector we will communicate positive messages about the city to local, national and international audiences.

What Are Our Values?
Liverpool Vision’s is committed to the highest standards of ethical conduct and integrity in its business activities and to providing a high-quality service to all its customers and partners. Liverpool Vision believes that all its workers should be treated with dignity and respect and everyone is encouraged and supported to be the best they can be. We believe in taking responsibility, being creative and innovative and working together as a team for the benefit of the city.


3. [bookmark: _Toc476224452]About 2018 International Business Festival 

[bookmark: _Toc476042593][image: Screen Shot 2017-02-26 at 12.45.35.png]At the 2018 International Business Festival, we are creating a world class arena for ideas, learning and connection that will inspire internationally ambitious companies to grow and prosper. 
We will celebrate the energy, social contribution and value of global business 
We will work with large international corporates who want to go beyond their traditional business models and will view the International Business Festival as a fertile ground for building and refreshing their supply chain and for increasing their diversity and grass roots knowledge. 
We will bring together bright, talented, dynamic SME’S from appropriate sectors to contribute to the dynamic and youthful feeling environment of the festival.
Our ambition is that the International dimension of the festival will be substantive and effective, adding powerful content, visual presence and cultural personality to the programme. 
We will bring together influencers and innovators seeking a wider network and wanting to offer their services and thought leadership to a receptive and 'switched on’ community.
We will develop an effective machine for connecting international delegates to the wider festival content and to Liverpool in a social context
Jude Kelly - Creative Director, 2018 International Business Festival
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International Business Festival
The International Business Festival is a major biennial event which brings together industry leaders, investors and influencers from across the UK and around the world. As Britain’s flagship trade and investment event, the International Business Festival is a must-attend gathering for ambitious companies looking to gain expert advice, grow their networks and make real deals.
Co-funded by the Strategic Investment Fund, with support from the Department for International Trade and the City of Liverpool, the festival allows delegates to attend seminars and events, meet potential clients via an innovative match-making system and receive guidance from thought leaders and industry experts. 
The 2016 festival was one of the largest business events ever staged in the UK. It included over 100 individual events, welcomed more than 14,000 delegates with almost 2000 attending from overseas. Core sponsors and partners included Google and HSBC, and attendees were able to hear keynote addresses from headline speakers including WPP CEO Sir Martin Sorrell and former South African president FW De Klerk. Most importantly, according to interim figures, around £250 million worth of export or investment deals were facilitated as a result of the festival, and encouraged almost a third of delegates to explore exporting for the first time.
Since its inception in 2014, the International Business Festival has been hosted in Liverpool. The city - with its reputation for openness and creativity and its historic standing as a gateway to international trade - is the natural home for the festival. Whilst the event is inherently international in focus, it also provides an important opportunity to demonstrate the unique offer of the Liverpool City Region to the world.

[bookmark: _Toc476042603]Areas of sectoral focus
The 2018 International Business Festival will focus its nine-day core programme around a select set of industries. Whilst the festival will aim to engage broadly with businesspeople, investors and experts there must be particular focus on reaching audiences within the following sectors:
· Manufacturing
· Energy
· Economics / Finance
· Transport
· Urbanisation / Cities
· Global Logistics
· Health & Life Sciences
· Creative / Digital
· Culture / Media / Sport

4. Specific Service Requirements – Festival Programme Consultant

Working in partnership with the Head of Festival Programme, to support the development of the festival programme with specific reference to:
 
· development of programme themes in line with each of the nine days of the festival 
· identification of, liaison with and confirmation of speakers and panellists for the Blue Skies stage for each of the nine days of the festival
· development of speaker and panel themes for each of the sessions on the Blue Skies stage for each of the nine days of the festival

Output:
· regular contact and updates with Head of Festival Programme to develop and deliver above
· creation of final plan and briefing papers for each session, for each day of the festival (themes and speakers / panellists)
· organisation of the sessions and hand over to the ‘show callers’ to manage delivery
· adjustments to programme related to speaker / facilitator cancellation including sourcing and delivering new speakers and facilitators
· adjustments to programme to respond to current events including sourcing and delivering new content
· assistance with talent management at the festival on each of the 9 days (12, 13, 14, 19, 20, 21, 26, 27, 28 June 2018)


Review:
Services will be reviewed on an ongoing basis, with a major review on 1st December 2017. Liverpool Vision may terminate the services at any time by issuing 30 days’ written notice of its intention.


Place of work:
Home office, festival venue and occasional hot desking at Liverpool Vision offices, as required.

It is anticipated that the schedule of work will need to be flexible each month in line with festival requirements, with higher capacity expected in July, September, October 2017 and February, April, May 2018 and a lighter touch in August, November and December 2017 and January and March 2018.
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5. Your Response
Please provide: -
1. Your approach and value that you can add to the delivery of the above tasks. 
2. Evidence of administrative and project management skills, pertinent to these services.
3. Examples of relevant and compelling content you have created 
4. Examples of programming experience
5. Liverpool Vision has a budget of up to £24,000 + VAT.  Please detail your proposed Fee, in pound sterling, exclusive of VAT, fixed and firm and shall include delivery of all the Services during the Term. To be inclusive of all personal expenses, except where approved in advance by Liverpool Vision. Your submission should detail the basis of your costings, including day rate and anticipated number of days. The day rate may also be applied to additional services, should these be agreed.
6. Confirmation of availability to commence work upon contract signature and remain committed to the project until 30th June 2018, working flexibly as required.
7. Completion of Appendix 1.
Please also refer to section 8 for further return instructions.

6. Fees and Invoicing:

Invoices will be submitted monthly in arrears for approval by the Head of Festival Programme and be phased equally across the full term.

Reasonable business expenses may be claimed, subject to prior approval and Liverpool Vision “Financial Control Procurement – Expenses”.

Valid invoices will become due for payment 30 days from receipt



7. Evaluation
Responses will be evaluated against the response requirements set out in Section 4, based on the following award criteria, weighted as indicated:

· Demonstrable capability to carry out and manage the services – 25%
· Approach to performing the services – 25%
· Relevant and compelling content development experience – 35%
· Value for money – 15%



Mandatory requirements include adequate insurance levels, financial stability and availability for the whole Term.




8.  Timescales

ITQ Publication: Tuesday 20th June 2017
Requests for clarification*: by 27th June
Liverpool Vision responses to requests for clarification: 28th June
Responses to the ITQ to be received no later than 2:00pm on 4th July
Evaluation of responses 5th / 6th July
Service commencement: Immediate upon award and contract signature

* There is an opportunity to ask Liverpool Vision for further information to assist you in the preparation of your responses during the Items for Clarification period. If you have an Item for Clarification, please e-mail Connor Reilly (creilly@liverpoolvision.co.uk) during this period.
Two written copies of your response should be submitted in a sealed envelope, stating “ITQ Response for Festival Programme Consultant” and marked for the attention of:  Connor Reilly, Procurement Assistant, Liverpool Vision, 10th Floor, The Capital, 39 Old Hall Street, Liverpool, L3 9PP, this should include a soft copy, stored on an electronic memory device (USB Stick or CD).
If delivering by hand, please be advised that because of a barrier system in a shared building, you will need to ask reception in the Capital Building to phone Liverpool Vision (0151) 600 2900 to advise that your submission has arrived for collection.
External envelopes must not indicate the identity of your organisation.
9. The Award
Notwithstanding the Important Notice below, any contract awarded subsequent to this ITQ will be subject to the enclosed terms and conditions.



Important Notice
Whilst Liverpool Vision is committed to selecting a supplier or suppliers, it reserves the right not to accept any proposals or award the contract.  Liverpool Vision does not bind itself to accept the lowest or any response, and reserves the right to accept a portion of any proposal, unless the respondent expressly stipulates otherwise on its response.  The right is also reserved to award more than one contract.
Whilst the information in this document is given in good faith and is believed to be correct it does not purport to be comprehensive or to have been independently verified.  

Appendix 1 
	ITQ Title

	2018 International Business Festival – Festival Programme Consultant



Your Company Information	
At Liverpool Vision we appreciate the amount of hard work that can go into submitting tenders. We therefore request that in answering the questions in this Appendix 1, you provide only very brief information. This will give us a much better understanding of you as a potential supplier to us. 
Please expand the rows to suit.
	Company Name

	

	Status (limited, self-employed, partnership, etc.)

	

	Contact details

	

	Locations (including where the service would be provided from)

	

	Year of incorporation

	

	Company Registration Number, if applicable

	

	Turnover (most recent, plus forecast)

	

	Appropriate insurance cover in place

	

	Staff (including total number, subcontractors, etc)

	

	Associations (partnerships, group, holding, parent, company, subsidiaries)

	

	Accreditations / Memberships / Awards

	

	Previous dealings with Liverpool Vision (current, past, tenders, contracts)

	

	Other relevant information
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