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Invitation to Tender: National Enterprise Awards Project Manager
Project Name: National Enterprise Awards Project Manager
Contact Person: Breda Fox 
Phone: 091-509090
Email: dgallagher@galwaycoco.ie  
About Us
Local Enterprise Offices (LEOs) provide advice, information and support in starting up or growing a business.  With 31 dedicated teams across the Local Authority network in Ireland, LEOs offer a wide range of experience, skills and services.  Further information on LEOs: www.localenterprise.ie
About the National Enterprise Awards

Thousands of small businesses from across the country are supported by the LEOs and each year a selected number reach the National Enterprise Awards (NEAs).  Organised by the LEOs, National Enterprise Awards 2018 will take place on May 24th, 2018. This will mark 20 years of National Enterprise Award winners*.   Twelve awards will be presented including eight regional trophies, with the overall winner receiving €10,000 to invest in their business.  
The objectives of the National Enterprise Awards

· To celebrate the success of Ireland’s small business and micro-enterprises
· To promote entrepreneurship to the general public

· To raise the profile of and awareness of the awards 
· To showcase successful LEO clients

· To celebrate 20 years of client achievements  
Invitation to Tender
This is an invitation to tender as National Enterprise Awards Project Manager, reporting to the National Enterprise Awards Committee, a voluntary committee working on behalf of the Local Enterprise Offices – based in 10 offices. The contractor will report to the LEO National Enterprise Awards Committee Chairperson or her designate. 
* It is 20 years of winners not 20 year anniversary

Scope of the Tender

Local Enterprise Office Galway (on behalf of the National Enterprise Awards Committee) seeks to appoint a Project Manager to provide the following services from October 2017 to end of May 2018:
1. Project management in the lead up to the National Enterprise Awards final

2. Project management of the final on May 24th 2018
The successful service provider is required to act as Project Manager in both the lead up to and staging of the National Enterprise Awards, working with a national committee of 10 LEO staff countrywide – the project manager will be responsible for:
1. Project management role in the lead up to the NEA final:

· Attend planning meetings (4-6) as required with National Enterprise Awards Committee, Enterprise Ireland and/or Department of Jobs, Enterprise and Innovation.

· Liaison point between LEOs and committee on this event. 
· Issue invitations from an agreed invitation list and manage the RSVPs (electronic invitations will be supplied by committee).
· Detailed site inspection at chosen venue and liaison with hotel before and during the event.

· Responsible for procuring/managing third party contracted services as required and within approved budget e.g. AV requirements at the venue entertainment/music for the event, MC/other speakers.

· Responsible for ensuring that all milestones leading up to and including the National Enterprise Awards final are met (finalising of invitation listing, number attending and management of third party contracted services such as delivery of trophies, catering requirements etc) in line with project plan. 
· Utilise their professional expertise to input on the NEA final programme.

· Work with the committee to draft detailed action plan and timelines with owners identified for actions. 
· Ensure the NEA final runs on schedule and according to the programme as outlined.

· Finalise catering numbers with venue in a timely and accurate manner.
2. Project manage staging of the NEA final event on May 24th 2018: 

· Liaison with MC and other speakers both prior to and during the event to ensure a coordinated professional event takes place.  This includes delivery of photo montage from AV provider and a panel discussion with winner/s.
· Draft project plan with clear responsibilities for tasks on the day. 

· Manage room set up and all supporting activities at venue on May 24th.

· Write technical specifications for AV supplier. 
3. Responsibilities of LEO national co-ordination committee:
· Ensure hampers are provided to guest speakers (hampers will be supplied).

· Distribution of relevant information to LEOs, EI, DJEI and other contractors such as marketing communications provider, photographer, committee and/or social media provider (both before, during and if necessary after this event).  

· Assemble and deliver to the venue the various items for goody bags provided to each attendee at the finals (bags and all items for the goody bags will be supplied).
· Identifying list of staff duties on the day, assign roles and brief relevant staff (LEO staff will be available as required by Project Manager).

· Co-ordinate Front Desk Registration on day of NEA Final

· Provide all regional, category and overall winner with the relevant winning badges (and guidelines for use thereof) on May 24th.
· Reconcile the final budget (planned Vs actual expenditure and provide justification for any variance on this).
· Collate materials for on screen visuals/liaison with designer for videos/screens, management of social media and websites. 
Further activities have been or will be outsourced such as marketing communications, social media, design and print, AV requirements at the chosen venue and catering requirements. Suppliers to liaise with project manager on appointment and prior to the event. 
Key Guidelines: 
1. Submission Date for the Tender is 5pm on Wednesday 11th October, 2017
2. Please submit a detailed proposal including the following:

· Relevant previous experience working with micro enterprises and similar scale events
· Profile of individual/s within the company who will be providing the service

· Approach and methodology to achieving the objectives outlined

· Details of proposed activities including timelines
3. Total Fee including VAT. 
4. Essential Requirements (eligibility to tender):

· Current Tax Clearance Certificate
· Details of similar events/project management and micro enterprise clients 
Award Criteria
The contract will be awarded on the basis of the most economically advantageous tender in accordance with the award criteria and associated weights set out below:  

· Approach and proposed methodology (20%) – (Approach to each stage & communication methodology)
· Experience / qualifications of key personnel (15%) – (profile and experience of key staff)
· Previous project management experience (25%) – (examples of previous relevant projects including budget, scope, evaluation and outcomes)
· Range of services and resources (15%) – (demonstrate organisation has competency and sustainability to take on proposed contract)
· Price (25%)

The contracting entity will not be responsible for any costs, charges or expenses incurred by candidates or tenderers relating to this contract award procedure. The budget range for the project is €7,500 to €10,000 including VAT and expenses 
The lowest or any tender will not necessarily be accepted and the successful tenderer will be required to produce a current Tax Clearance Certificate before the contract is awarded. 

Contract Period
The LEO network is requesting suitable project co-ordinators for a period of up to 3 years. The contract will be an annual contract subject to review and funding being made available for the proposed activity. 
Response Instructions
Quotations must be submitted, by email, on or before 5pm on Wednesday 11th October, 2017 addressed to Diane Gallagher. The successful applicant will be notified by 5pm on Friday 20th October, 2017.
Please direct any queries about this request in writing only to:
Diane Gallagher, Local Enterprise Office Galway 091-509090 or email dgallagher@galwaycoco.ie 
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