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INVITATION TO QUOTE

PROVISION OF 
EVENT MANAGEMENT 
FOR TOWN COUNCIL COMMUNITY EVENTS

[image: ]
Spennymoor Town Hall, High Street, Spennymoor, Co Durham, DL16 6DG



Contents and timetable
Spennymoor Town Council would like to thank you for your interest in this opportunity.  This document contains the questions that you will need to complete and return, in addition to all supporting information about the Spennymoor Town Council requirements and the evaluation process. 
The contents are detailed in the table below:
	Section Number & Content
	Requirement on you as the Bidder

	1
	Contents & Timetable
	Information provided about this Invitation to Quote (ITQ) plus the Spennymoor Town Council requirement

	2
	Specification
	

	3
	Quote Evaluation
	

	
	Bidders response section
	

The Quote will need to be complete and returned by the Bidder

	

4
	Potential supplier information
	

	
	Insurance
	

	
	Service Delivery
	

	
	Price
	

	
	Declaration
	



Timescales
The timetable for this quote is in the table below
	
	Stage	
	
Date

	Invitation to Quote issued to Bidders via email and/or Gov.uk portal
	16th January 2026

	Deadline for clarification questions 
Please submit clarification questions via email to events@spennymoor-tc.gov.uk
	14th February 2026

	Deadline for return of the quote:
You must submit your response via email to events@spennymoor-tc.gov.uk
	17.00 on 28th February 2026

	Planned notification of the result to Bidders
	21st March 2026  

	Planned contract start date
	1st April 2026








Specification
	2
	Description of Services

	
Spennymoor Town Council (the “Council”) invites qualified and experienced suppliers to submit quotations for the provision of comprehensive event management services in support of the Council’s community events programme over an initial three-year term.
The Council delivers a diverse portfolio of community, civic, cultural, and seasonal outdoor events throughout the year, alongside selected events hosted at Spennymoor Town Hall on the High Street. Through this Invitation to Quote, we seek to establish a partnership with an Event Management Company capable of delivering a broad range of services across these varied events.
The contract will commence on 1 April 2026 and is anticipated to run for three years, with the option to extend for a further two years subject to satisfactory performance during the initial term. The Council reserves the right to review after the first 12 month period, should we deem this necessary on quality and performance.
Given the varied nature of our events, we are not prescribing a single solution. However, proposals should demonstrate how the supplier will meet the requirements outlined in this specification. Collaborative working will be essential, particularly in relation to entertainment programming and hospitality, as the Council may wish to engage with preferred suppliers and performance acts/promoters on occasion with the Council having final say on these.

Requirements:

· Event management and coordination
· Health & Safety
· Security & Stewarding
· Stage, sound, lighting, AV and technical production
· Power supply and generators
· Marquees, gazebos, staging, arena and temporary structures
· Event infrastructure, barriers, fencing, and signage
· SAG applications, road/footpath closures, temporary events notices
· Traffic management and road closures
· First aid and medical cover
· Welfare / Lost Children
· Toilets and welfare facilities
· Hospitality – to include food, refreshments and bar facilities
· Entertainment, performers, and attractions
· Provide a comprehensive Event Management Plan in advance of the event
· Post event evaluation report
In addition to these necessary requirements, it may also be required of the successful applicant to commission our:
· Fireworks 
· Santa for the Christmas Grotto
· Party in the Park line up (working in partnership as we need to have some homegrown talent on stage)



Event Programme
	3
	Event breakdown

	Event
	Approx. date
	Estimated Audience
	Event Management
	SAG submission
	Traffic Management
	Security & Stewarding
	Infrastructure (gazebos)
	First Aid & Welfare
	Stage, Tech, Lighting
	PA & Power
	Toilets
	Hospitality & Catering
	Bar provision
	Rides & Entertainment
	


Additional requirements 

	Family Fun Day supporting Armed Forces Week
	Saturday in June *
	1,000
	

	

	

	

	

	

	
	

	
	

	
	

	Drumhead Service at the bandstand

	Party in the Park
	Saturday in August *
	5,000+
	
	
	
	
	
	
	
	
	
	
	
	
	Compere, Acts

	Fireworks
	5th November **
	5,000 ticketed
	
	
	
	
	
	
	
	
	
	
	
	
	Fireworks

	Remembrance
	Sunday closest to 11th November ***
	800
	
	
	
	
	
	
	
	
	
	
	
	
	n/a

	Armistice
	11th November ***
	200
	
	
	
	
	
	
	
	
	
	
	
	
	n/a

	Christmas Light Switch On & Grotto
	Last Saturday in November ***
	800
	
	
	
	
	
	
	
	
	
	
	
	
	Santa for the grotto

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Additional Events
	
	
	
	
	
	
	
	
	
	
	
	
	

	Heritage Fayre & Horticulture Show
	First Saturday in September ***
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Halloween
	31st October ***
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	School holiday activity (Park)
	Summer holidays *
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Locations
* Jubilee Park
** Jubilee Park or High Whitworth Playing Fields
*** Town Centre & Town Hall
This list of events is subject to change should Council decide to amend the annual programme based on community response, audience attendance figures and any other circumstances which may warrant a change in provision.

Budget
	4
	Budget

	
The maximum events budget is £100,000 p.a. which covers all aspects of every event however, the Council reserves the right to utilise a maximum of £10,000 (10%) of this to facilitate specific elements which we choose to programme. 

Historically the Council provides the Children’s rides and entertainment free of charge to support families from our community, therefore any ride/entertainment providers will be paid from the budget to cover ride costs.

To date, the only ticketed event is Fireworks however, with the introduction of Martyn’s Law we may need to review other events.

Hospitality & Catering requires negotiation on pitch fees / percentage income vs pricing for future events.

Note that our budget excludes VAT. Please take this into account when calculating your response.

Spennymoor Town Council will not consider submissions above this budget.  




5  Quote Evaluation
Spennymoor Town Council will evaluate the Quotes against the criteria listed below. 
The Quote Evaluation will allow Spennymoor Town Council to primarily select the Quote that represents best quality provision alongside value for money.
Spennymoor Town Council shall not be bound to accept the lowest priced Tender.
Quotes submitted without all the information required for the evaluation criteria will be considered incomplete and may therefore be rejected.
Quotes must be submitted as requested in the Bidders response section or they may be rejected.  
Spennymoor Town Council may reject your bid if it contains caveats, conditions or any other statement or assumption qualifying the Quote response, meaning that, in the reasonable opinion of Spennymoor Town Council, the Quote response is not capable of evaluation in accordance with the published evaluation criteria, or requires changes to any documents issued by Spennymoor Town Council in any way. The commissioning process of subcontractors/suppliers will also be scrutinised as part of the evaluation.
Evaluation Methodology 
[bookmark: _DV_M70]The following evaluation scheme will be adopted:
Responses will be evaluated in line with the following scoring systems. The scores generated for each question will be combined to provide an overall score for each organisation. 
There will be different marks awarded to different categories of questions. The table below shows the marks allocation.

	
Criteria
	
Weighting (%)

	Questions for Information Purposes Only
	

	Potential Supplier Information
	Info Only

	Insurance
	Info Only

	Scored Questions
See below for sub-weightings
	75%

	Q1- Quality of response and suitability of services and qualifications
	25%

	Q2 – Quality of network of suppliers and sub contractors (eg. security, medical, technical, programme) plus willingness and ability to work collaboratively with Council officers on planning and programming
	35%

	Q3 –  Relevant experience and track record (including case studies)
	15%

	Cost Element

	25%














Scoring

The following example illustrates how Cost and Quality elements in the “Scored Criteria” table will be scored.

Cost Element 
Cost will be scored as a comparison of your bid to that of the lowest compliant bid received as follows:
% scored = (lowest bid / your bid) * Cost Weighting 
Quality Element – Questions asked within the Questionnaire will be scored out of 10 using the Marking System below.  
The score will be calculated to reflect the percentage weighting applied to that question (as shown below) and will contribute to the overall Quality Weighting:
% score for each question = your score / maximum score available x question weighting.
The Cost score and the Quality score for each question will be added together to provide a Total score. The highest scoring tender will be recommended for acceptance.
Evaluators will allocate scores based on the following model:-



Requirements evaluation criteria
	SCORE
	CATEGORY
	CONTRACT OBJECTIVES / REQUIREMENTS

	0
	Unsatisfactory
	Not addressed.

	1
	Poor
	Major deficiencies and only minimally addresses requirement.

	2
	Partial
	Partial satisfaction of some aspects / deficiencies apparent.  
Insufficient linkage to requirements.

	4
	Satisfactory
	Objectives / Requirements are addressed and whilst fully linked to the requirements only basic detail provided.

	7
	Good
	Response fully addresses and is linked with a good level of clarity to the requirement. Response adds value.

	10
	Excellent
	Response fully addresses and is linked with outstanding clarity to the requirement. Response enhances / adds substantial value / may contain innovation.



Bidder’s Response
Please answer the following questions in full. 

Do not change the format of the response document as it will be used for the official scoring.
Save this document and complete your response within this document, in the boxes provided.  
Return the document in word.  Do not upload in PDF format. 

Please return your response by email to Events@spennymoor-tc.gov.uk 

	Question
	Response

	Potential supplier information

	Full name and address of the potential supplier submitting the information

	

	Contact name and contact position (job title) for enquiries about this submission
	

	Registered website address (if applicable)
	

	Company registration number (if applicable)
	

	Registered VAT number 
	

	Insurance

	Please provide details of your current insurance cover. We reserve the right to seek evidence or ask that sufficient levels of insurance be in place before award of contract. All price tenders should be based on full insurance levels being in place. (or willing to obtain prior to contract commencement should you be successful)
	



Insurance cover value

	Employer’s liability: (£5m) 
	£

	Public liability: (£5m)
	£

	Professional indemnity: (£2m)
	£

	Service delivery

	Please type your answer in the table below.
The answer boxes expand if required. The current size of the answer box does not reflect the size of the answer.

	Question

	
1. Service delivery

Please describe how you will implement and deliver the services outlined within the specification.  Your answer should address the following key points:

· Your approach to delivering the service (eg if you will deliver this with your own staff, where you will deliver from, and what would you subcontract)
· How available are you and your team for working in partnership (location / response times etc to include your ability to attend face to face meetings and site visits)
· How you will meet any other specific requirements set out in the specification
· Who the point of contact will be for the service
· What qualifications or essential experience does your team/organisation have

Max 2 sides of A4 (font Arial 11)

	


	Question 1: Please add your response here


	
2. Relevant Experience & Track Record

Please describe how your organisations experience will support our proposed events programme and what you would bring to the table as partners in the programme
· Do you use your own staff for stewarding / security, if not how is this organised
· How extensive is your network of regional North East based event suppliers/contractors
· How would you approach co-programming with the Council

Max 2 sides of A4 (font Arial 11)

	


	Question 2: Please add your response here


	
3. Case studies of services delivered to similar clients / events

· Please provide references no older than 2 years 
· At least two case studies of services delivered to similar organisations / clients. (You may be asked to provide contact details for these case studies at a later date if shortlisted) 

Max 2 sides of A4 (font Arial 11)

	


	Question 3: Please add your response here


	Price

	Please submit your fee to deliver the service per the Specification and below.

You may wish to include an itemised breakdown of costs as a separate document. 

	One off / upfront costs
	£

	Year 1 cost
	£

	Year 2 cost
	£

	Year 3 cost
	£

	Total cost
	£



Your fee must exclude VAT but include all other expenses.  This will be the fee for providing the service set out in the specification. 
	





Declaration
(To be signed and returned with the Quote submission).

I / We accept the terms and conditions as contained in Spennymoor Town Council Terms and Conditions of Contract in respect of the services and am / are duly authorised to submit and sign the Quotation for and on behalf of:

	Name of Organisation
	

	Telephone No.
	

	Postal Address
	

	Name
	

	Role within the Organisation
	

	Signature
	


	Date
	

	
	

	
	

	Name
	

	Role within the Organisation
	

	Signature
	


	Date
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