Tender Document

Organisation of UKRO

Introduction

The United Kingdom Radiation Oncology Congress (UKRO) is a biennial multidisciplinary educational conference with technical exhibition. The target audience is the radiation therapy community within the UK and internationally, specifically:

· Clinical Oncologists

· Therapy Radiographers

· Medical Physicists

· Educators

· Managers

· Support workers and assistant practitioners

· Trainees and students in the field

The Congress is owned, along with an annual Radiological event, by a registered charity Radiology and Oncology Congresses (ROC). The trading subsidiary of ROC, ROC Events Ltd holds contracts with event venues and with the organising company. ROC is a partnership between three leading UK professional organisations in the fields of diagnostic Imaging and Radiation therapy, namely 

· The Institute of Physics and Engineering in Medicine

· The Society and College of Radiographers

· The British Institute of Radiology

ROC elects two Presidents for UKRO to serve a two year term leading the organisation of the academic programme for a single congress. The Presidents liaise with the organising company who assist in them administrative support.  

Liaison with the Exhibiting companies is undertaken by the organising company and is supported by ROC Events Ltd. This includes a forum for partnership with industry stakeholders, the Congress Partnership Group.

Marketing of the event is undertaken by the organising company with support from ROC Events Limited.

Please see the Data Appendix for further details of the UKRO event

Tender Specification

1. The Conference Organiser role
The Organiser will be expected to produce and implement a business plan for the conference to maintain attendance and identify possible ways of attracting more members of the Radiotherapy Community to attend the conference regularly. The business plan will be subject to approval by the ROC Events Board. In addition they will work to expand the technical exhibition and increase the level of industry support and sponsorship that the conference attracts.

The Organiser will be required to provide a full management service including sub-contracting based on sound market testing and value for money principles. This will include:

· Planning and organisation

· Venue selection and fee negotiation

· Venue services

· Insurance 

· Contracts 

· Market research and analysis

· Publicity and marketing 

· Print schedule and management

· Registration procedures

· Secure systems for handling and storing personal data, in accordance with the 

      Data protection Act 1998

· Accommodation

· Raising of Sponsorship

· Exhibition sales, organisation and management

· Research and marketing to maximise exhibitor numbers

· Social programme

· Event management

· Financial Management

· Preparation of estimates and financial reports in accordance with ROC    Events Ltd requirements

The Organiser will also be required to provide:

· Support for the continuing strategy for the event.

· Liaison with and advisory support for the Congress President on the management of programme content and organisation.

· Liaison with and advisory support for ROC Events Ltd in managing the marketing of the event and the exhibition administration

· Attendance at ROC Events Board, executive and relevant committee meetings as required and preparation of management reports.

· Secretarial support for meetings of the Boards and committees

· Design and production of marketing and promotional material.  

· All conference administration including mailings, attendee bookings, confirmations, invoicing, credit control and answering queries.

· Liaison with website provider to ensure that up-to-date information on the event is available at all times

· Budgetary management, production of income and expenditure reports on a monthly basis and as required after the event.

· Operational management of the event on-site.

· Front of house and customer care at the event.

· Liaison with and briefing of speakers.

· Liaison with venue regarding all aspects of the conference.

· Liaison with licence-holders for systems for abstract vetting  and electronic posters

· Overall management of Staging design and AV 

· Appropriate signage.

· Badges for all attendees.

· Management and design of the marketing programme, including mailings, advertisements and co-ordination of design and production.

· Management of social events.

· Design and production of all delegate packs.

· Production of all speakers’, stage and staff schedules.

· On-site preparation, registration work, speaker liaison, venue liaison, microphone duty and general troubleshooting.

· Quality control of all conference elements to ensure the smooth running of the event.

· Detailed and accurate evaluation and analysis to measure the success of the Congress. Criteria to be agreed in advance.

· Attendance at regular update meetings with event managers from the four partner societies.

· Undertaking that all delegate, exhibitor, venue, event marketing and research data remains the property of ROC Events Limited and will be kept securely and remitted to ROC Events Limited at the end of the contract.

2. Invitation for Expressions of Interest

Companies interested in tendering for the contract to organise UKRO are invited in the first instance to submit an expression of interest. Extensive detail is not required at this stage. Please send expressions of interest by e-mail to 

richarde@sor.org
All interested companies will receive a Pre Qualification Questionnaire (PQQ) which shall be used to provide initial detail to assist shortlisting. 

Full responses addressing the specification will be requested from the shortlisted companies. Companies will be required to provide costs for a one, two and three year appointment as organiser.

3. Tender conditions

1. Submission of a tender does not commit ROC Events Ltd to award a contract. 

2. The successful tendering company will be expected to attend the UKRO 2011, at own cost, to observe the running of the event.

3. Each respondent assumes all risks for resource commitment and expenses in respect of preparing the tender response and for participation throughout the inquiry process. 

4. Only the complete execution of a written contract by both parties will obligate ROC Events Ltd in accordance with the terms and conditions therein. 

5. ROC Events Ltd reserves the right to modify these and other tender requirements and/or to invite additional respondents to submit responses and proposals.  

6. ROC Events Ltd will maintain strict confidentiality in receipt of and possession of bid responses including clarifications and other submissions during the process.  ROC Events Ltd expects respondents to reciprocate. 

7. Offers are expected to be binding for a period of sixty days from the due date.  All bids will be reviewed and evaluated impartially.

8. Offerings and bids, as supplemented and/or modified by pre-selection negotiations may be accepted by ROC Events Ltd and become part of the final and binding contract.

Any clarification required should be directed, in writing or by e-mail, to: 

Richard Evans

Chief Executive Officer, The Society and College of Radiographers

207 Providence Square, Mill Street, London SE1 2EW
richarde@sor.org
4. Timetable 

The following timetable will apply to this tender process:

	Date*
	Activity

	02.09.2010
	Issue of Advertisement

	27.09.2010
	Return of Expressions of Interest

	28.09.2010
	Issue of PQQ

	15.10.2010
	Return of PQQ

	22.10.2010
	Issue of Invitation for detailed Tender

	12.11.2010
	Return of Tenders

	17.12.2010
	Companies informed of final decision


*All dates may be subject to revision with notice by ROC Events Ltd. Any changes to the closing date will be communicated, in writing, to all parties.

A selection panel will perform the evaluation of the proposals.  The evaluators will, if necessary, contact any respondent to seek clarification of any aspect of a proposal.  Any attempt by a respondent to negotiate with the evaluators will result in the proposal being declared void.

Unsuccessful respondents will be advised of the reasons for non-acceptance of their proposal on request.

5. Tender format

Tenders are to follow the format and sequence set out in Section 8 of this document. Tenders are to be submitted in hard copy only and should include a table of contents and pages numbered in sequence for convenient reference. 

Tenders must address and respond to all issues raised in this document.  Innovative concepts to enhance the conference, potential for savings and any unique products should be included.  Creative suggestions will be evaluated carefully.

All attachments, including brochures, reports etc. are to be clearly cross-referenced in the main body of the response.

6. Tender Submission 

Tenders are to be clearly labelled and delivered to the address below no later than 12.00 noon GMT 12th November 2010 together with the signed confidentiality agreement (Appendix 2);

ROC Events Ltd
FAIRMOUNT HOUSE 
230 TADCASTER ROAD 
YORK 
NORTH YORKSHIRE 
YO23 1ES
Please note that proposals received after the closing date and time will not be accepted.

7. Selection Criteria 

The selection criteria to be used in the evaluation of proposals will include:

· Ability to meet our timetable

· Account and customer support

· Approach 

· Costs/financials 

· Expertise 

· Fee structure 

· Industry & specialist knowledge 

· Presentation

· Previous experience 

· Quality assurance and quality management systems

· Experience in working with industry partners in organisation of a technical exhibition.

The criteria are not in any particular order and are not necessarily exhaustive or given equal weight. 

8. Acceptance of Offers 

ROC Events Ltd reserves the right not to accept the lowest quote or any tender.

9. Operational Requirements

Responses should be structured in the format detailed below: 

1
Executive Summary

The proposal should begin with an overall executive summary, outlining the major points of the proposal and identifying any innovative pricing or service offerings.  Include compelling reasons why ROC Events Ltd should select your company.  Be specific about unique service offerings, with particular emphasis on new cost-effective services.

2
Company Profile

Please provide a staff and organisation chart for your company.  Indicate the route of access by ROC Events Ltd to senior management.

3
References

Please provide references (names and telephone numbers) for three national events of similar size and structure to UKRO, which you organise in the UK.

4
Scope of Services

Please provide a clear description of services offered.

If it is intended to outsource (i.e. subcontract for) any aspect of the organisation please provide a clear description.

5
Capability Statement

Respondents are to provide a capability statement incorporating:

Audited copies of the previous two financial years’ accounts.

Company ownership structure

6
Account Management

Respondents are to outline details of the proposed staffing structure, which would be assigned to service the UKRO.  ROC Events Ltd expects the vendor to provide dedicated account personnel with the ability to implement robust operational plans and to manage all activities as set out in the contract.  Include plans and/or criteria for determining the number of staff necessary to ensure smooth service and prompt response for ROC Events Ltd and all other stakeholders.  

Respondents should make reference to the following in their proposal: details of the staff who will be assigned to service the UKRO account, including details of their relevant experience; the time which the partners and managers identified above will devote to UKRO.

7
Staff Continuity 

ROC Events Ltd expects an account manager to be identified to administer the day-to-day operations of the account and provide a primary contact point for ROC Events Ltd. 

Please note any changes proposed by the appointed company to procedures employed in the performance of the contract are to be agreed jointly.  Reasonable notice must be given of the proposed changes.

All personnel will be employees of the appointed company, and shall not be deemed to be employees of ROC Events Ltd.  The Selected Respondent shall assume full responsibility for employee salaries and all such personnel shall be paid by, controlled and directed by the selected Respondent.

8
Pricing 

ROC Events Ltd must be able to differentiate between the proposed offerings from service providers.  ROC Events Ltd values both price competitiveness and service provision; the ultimate decision will not be based on pricing alone. 

ROC Events Ltd wishes to afford the respondents full licence to propose a pricing structure for additional services as they see fit.  Our aim at this point is purely to understand pricing sufficiently to be able to make comparisons between potential providers.

We will use this information for confidential pricing analysis and benchmarking only within ROC Events Ltd as part of the negotiation of this contract.

Further discussions regarding pricing will take place following provider selection.

Respondents should confirm whether the pricing structure is to be fixed throughout the duration of the contract and if not, on what basis prices will be reviewed

Respondents should confirm whether any credit checks or up-front payment/deposits are required.

9
Quality Assurance & Management

Details are to be provided of the current status of the company in relation to quality assurance accreditation and the quality control systems that will be in place to ensure the quality and continuity of service.  

Describe your quality management systems and processes to ensure that a high level of resources and services are provided, and the actions that you propose to take if ROC Events Ltd is not satisfied with such service or resources.

The respondent should outline your formal complaints and escalation procedures.

10
Service Level Agreement (SLA)

ROC Events Ltd and the Respondent will agree a series of Key Performance Indicators (KPIs) as the basis to monitor and measure service levels.  Respondents are asked to nominate relevant KPIs in the RFP response, and target service levels for each.  It is expected the SLA will include, at a minimum:

Communication response times (telephone, email, etc.)

Management information reporting

Complaints procedure

11
Management Information Reporting

Please provide an overview and samples of the types of reports that would be available to ROC Events Ltd.

12
Disaster Recovery Plan (DRP)
It is an essential requirement that a continuous service be available to ROC Events Ltd at the required performance levels.  This is to be achieved irrespective of any interruptions to operations.

Please provide brief details of your DRP.

13
Conclusion

Summarise the reasons ROC Events Ltd should select your company for its service provider for provision of this contract.

 Appendix 1.
Data
Conference Statistics for UKRO 2009:

Total number of delegates       
276   

Number of exhibitors               
23
Number of abstracts received    
147

Number of abstracts accepted     

Posters                         
49            

Oral                             
46
Invited speakers                        
18

UKRO has run biennially since 2003.

The multi professional ownership and ethos of the event is unique. However, competitor events are identified as large-scale academic radiation oncology conferences with exhibitions in the USA and in Europe.

Please see the Conference programme 2009 for further details of the nature and scope of the event.

Appendix 2

Confidentiality Agreement

ROC Events Ltd (ROCE) undertakes to treat all tender submissions as confidential. Submissions and supporting documents, data and other materials will be used solely for the purpose of evaluating the suitability of tendering bodies as organisers for UKRO. ROCE may, as part of this process, disclose detailed information relating to Tenders to its officers, employees, agents or advisers.  ROCE also reserves the right to disseminate information that is materially relevant to the procurement to all Tenderers, even if the information has only been requested by one Tenderer, subject to the duty to protect each Tenderer's commercial confidentiality in relation to its Tender
Those submitting tenders are required to agree to the confidentiality conditions below. Please sign where indicated and return this page along with your Tender.

1. Tenderers shall at all times treat the contents of the Tender Document and any related documents (together called the ‘Information’) as confidential, save in so far as they are already in the public domain;

2. Tenderers shall not disclose, copy, reproduce, distribute or pass any of the Information to any other person at any time or allow any of these things to happen;

3. Tenderers shall not use any of the Information for any purpose other than for the purposes of submitting (or deciding whether to submit) a Tender; and

4. Tenderers shall not undertake any publicity activity within any section of the media.

Tenderers may disclose, distribute or pass any of the Information to the Tenderer’s advisers, sub-contractors or to another person provided that either:

5. This is done for the sole purpose of enabling a Tender to be submitted and the person receiving the Information undertakes in writing to keep the Information confidential on the same terms as if that person were the Tenderer; or

6. The Tenderer obtains the prior written consent of ROCE in relation to such disclosure, distribution or passing of Information; or

7. The disclosure is made for the sole purpose of obtaining legal advice from external lawyers in relation to the procurement; or

8. The Tenderer is legally required to make such a disclosure.

Signed........................................................
Name.......................................................

Company....................................................
Date.........................................................
