
Invitation to tender for the  
Event Management of Carnival of Colours - Festival 2019 

Produced by In Your Space Circus 
 
1. Context of In Your Space Circus 
 
In Your Space Circus is an innovative arts organisation based in Derry-Londonderry, 
which utilises circus and street theatre as a vehicle for personal, social and 
community development. 
 
In Your Space Circus is a registered charity and company limited by guarantee with a 
board of Directors. We have a team of over fifty freelance artists, and an admin team 
of four. Core funding is provided by the Arts Council for Northern Ireland. Other 
project funding comes from Derry City and Strabane District Council, BBC Children in Need and a range of 
Trusts and Foundations. Other income includes sponsorship, donations and earned income.  
 
2. Context of Carnival of Colours 

 
In its 12th year this year, Carnival of Colours is an annual highlight in the North West’s Calendar of events. 
Set in St Columb’s Park in Derry- Londonderry the family friendly Festival attracts approximately 20,000 
visitors to its leafy urban setting over two days of activities. The event is focused on Circus, Arts and Music 
and includes a Big Top venue hosting circus shows and a music stage; outdoor street theatre shows; arts and 
crafts, drumming and storytelling workshops; food stalls; and night-time music and cabaret events for all the 
family. The Carnival of Colours offers a full festival experience, accessible to all ages, backgrounds and 
abilities.  
 
In 2019 Carnival of Colours will be joining the Youth19 campaign, with youth-focused programming across 
all areas of the festival.  
 
Carnival of Colours will take place on the 31st August and 1st September 2019. 
 
3. Details of Tender 

Aim: To provide support and oversee preparation of a workable portfolio of safety and logistical planning of 
Carnival of Colours 2019 to support any specific requirements and recommendations of the Safety Advisory 
Group. This includes preparing and attending any meetings and engagements with our team and the 
authorities to ensure we are delivering all safety requirements necessary for an event of this size. 

The Event Management provider will also be responsible for manging up to 14 food and drink concessions 
for the event.  

Key tasks:   

 Management of Event licensing. 
 Production of Event Plan for submission and presentation to the Safety Advisory Group (SAG). 
 Development of comprehensive Risk Assessments and ensuring that actions are carried out on 

recommendations of scoring. 
 Attendance at SAG meeting. 



 Work closely with Festival team to produce workable production schedule and support the team in 
ensuring the schedule has incorporated all considerations for an outdoor festival.  

 Support our Residents’ Engagement programme and act as a point of contact for residents during the 
event.   

 Support and advise on the sourcing and booking of required production and site services.  
 To manage the required number of food and drink concessions for the event. This will include working 

with IYSC to source appropriate companies and then ensuring all relevant paperwork, licences and 
permissions are in place.   

 To be on site / available for the site build and break down, ensuring safety, dealing with issues arising and 
being available to meet with statutory agencies as required. 

 To ensure all food and drink concessions are safely positioned and all requirements are met on site. 
 To sign off on site-readiness for the public and final sign off on site being returned as found. 
 To be on-site during the event fulfilling the role of Event Controller.  

Service Specifications 
Initiation Meeting  Attend a project inception meeting with the relevant In Your Space Circus 

team members to confirm the final details of the methodology, timescale 
and access to appropriate materials and personnel. 

In Your Space  
Requirements 

All activities undertaken as part of this contract need to adhere to In Your 
Space Circus policies and procedures with regards to Equal Opportunities, 
Health & Safety and Safeguarding. These will be made available to the 
successful candidate / Company.  

Pricing Total budget available is £3000.  
This must include all fees and expenses. VAT should be stated separately. 

 
Experience & Professional Standards 

Relevant Experience 
within the last 3 years 

 

Bidders must clearly demonstrate, using appropriate examples within the 
last 3 years, that the individual/company and proposed personnel have the 
relevant experience of successfully delivering similar Event Management 
contracts of similar size, nature and scale to that specified in the quotation 
document. 

 

Section 4: Procurement Timetable 
 
The intended timetable for this procurement is: 
 

Stage in Procurement Process Dates 

Issue of Request for Quotation Friday 10th May 2019 

Deadline for Expression of Interest and queries Friday 24th May 2019 

Deadline for submission of tender Friday 31st May 2019 

Notification of result of evaluation  Wednesday 5th June 2019 

Anticipated contract start date  Monday 10th June 2019 

 



Please note: In Your Space Circus reserves the right to cancel the quotation process at any point. In Your Space Circus 
is not liable for any costs resulting from any cancellation of this quotation process, or for any other costs incurred by 
those bidding for this Contract. 
 
Please submit expressions of interest, tender responses, queries or questions regarding this tender to 
cath@inyourspaceni.org  
 

Section 5: Format of Tender 

Tenders submitted MUST include the following: 
 
 CV’s for all personnel to be involved in the delivery. 
 A statement outlining; 
o Relevant experience within the last 3 years (outlined above). 
o Proposal Methodology including a clear timeline for all tasks within the contract.  
o Ability to work collaboratively. 
o Ability to meet deadlines. 
o A clear total costing inclusive of all incidental expenses (VAT to be detailed separately). 

 Valid Insurance documents relevant to the services provided. 
 Any relevant qualifications. 
 A clear pricing schedule. 
 The names, addresses, telephone numbers and email addresses of two clients who may be contacted for 

references in connection with the proposed contract.  
 

Tenders must arrive by 4pm on Friday 31st May 2019. Late submissions cannot be accepted. 
The completed tender documents must be submitted VIA EMAIL to cath@inyourspaceni.org 
 

The tender shall only be accepted if: 
 It is received on or before the specified deadline. 
 The submission is in the English language and prices are quoted in pounds sterling. 
 It is complete and fully compliant with the requirements detailed in this tender documentation. 
 

Section 6: Evaluation of Tender 

Tender applicants will initially be evaluated using the following qualification criteria: 

1) Completeness of documentation 
2) Evidence of relevant experience 
3) Methodology in relation to the tender brief 
4) Full and clear costing that evidences value for money 

 

Short listing may apply and applicants may be required to attend an interview during the selection process. 

The issue of this request for tender does not imply that the lowest tender or any tender will be accepted. 

 

 

  



Section 7: Notes to Bidder 

Please ensure you submit your quotation in accordance with these instructions.  It is important that you 
provide all the information asked for in the format and order specified. If you don’t, it could invalidate your 
quotation. 
 

General Information 
 
How you prepare and present your quotation proposal can be a crucial factor in securing a contract. The 
following points may help you to understand what can turn a quotation into a winning quotation: 

 
 Read ALL the instructions and information included within the Request for Quotation document; 

preparation is the key, so understand fully what is being asked of you. 
 Please provide as full a response to the requirements as possible. 

 Be honest. We look for honest quotations with no hidden costs or exclusions. 

 Be aware of the deadline for return of your quotation and plan ahead to ensure that you meet it; 
quotations submitted once the deadline has passed will not be accepted. 

 Make sure that your quotation is completed legibly, in English, with all prices in Sterling (with VAT outlined 
separately), and is signed (e-signatures are acceptable) and dated. 

 Please ensure that where information is to be sought from third parties – for example, references, 
guarantees etc. – such requests should be dealt with speedily and at no cost to IN YOUR SPACE CIRCUS. 
You may wish to contact referees for their agreement to provide a reference prior to putting their details 
in your quotation. 

 You must notify IN YOUR SPACE CIRCUS, in writing, of any change in the information submitted in the 
response at any time during the quotation process. 

Submission of Quotation 

 You must complete and return your bid to include all details as outlined in SECTION 5 
 Verbal quotations will not be accepted. 

Consortium Bids 
 If you intend to form a partnership or consortium in order to deliver this contract, you must identify: 

a. the lead organisation; or, 
b. a legal entity, to take responsibility for the quotation and the eventual contractual arrangements. 

 
 If applying on behalf of a partnership or consortium, you must list the names and addresses of all the 

member organisations of the partnership/consortium in your submission. You may be asked for 
additional information about the partnership or consortium at a later stage in the quotation process. 

 
Method Statement 

 
 The Method Statement is your response to IN YOUR SPACE CIRCUS’s specification, and should set out 

how you will meet all of the requirements set out in the Specification. Your Method Statement is the 
formal offer to IN YOUR SPACE CIRCUS and will form part of the contract between us. 

 



 The purpose of the Method Statement is to allow us to evaluate your understanding of our requirements 
and the quality of your proposals for meeting them.  

 
 If more than one organisation will be involved in the delivery of the contract (for example, through a 

consortia arrangement), full details should be provided of how the arrangements will operate to meet the 
IN YOUR SPACE CIRCUS’s requirements. 

 
Contract Price & Payment 

 
 You must calculate the full costs of providing the service, works or goods for which you are bidding, 

including both the direct and non-direct costs. 
 
 Payment will normally be made within 28 days of IN YOUR SPACE CIRCUS receiving a valid invoice.  Please 

ensure that invoices for IN YOUR SPACE CIRCUS include your bank details to ensure efficient payment. 
 

Contract Award & Conditions 
 
 Successful bidders will be notified via email. IN YOUR SPACE CIRCUS will deem the signed form of 

quotation as the written contract, which will include the contract schedule together with the Pricing 
Schedule and Method Statement. Without a contract signed by both parties being in place, there will be 
no binding agreement. 

 
 The contract will be awarded on IN YOUR SPACE CIRCUS’s Terms and Conditions of Contract. These will 

form the basis of any written signed contract, and will take precedence over any other conditions that 
you may propose. 

 

Incurred Expenses 
 
 IN YOUR SPACE CIRCUS shall not be responsible for any expenses that you may incur in any aspect of the 

bidding process. 
 
Right to Reject and/or Disqualify 
 
 IN YOUR SPACE CIRCUS reserves the right to reject or disqualify a bidder and/or its consortium partners 

where:  
o The quotation is completed incorrectly, is incomplete, inadequate or fails to meet requirements 
o Bidder and/or its consortium partner(s) is (are) guilty of serious misrepresentation 
o There is a change in identity, control, financial standing or other factor impacting on the selection and/or 

evaluation process affecting the bidder and/or its consortium partners 
o There is an actual or potential conflict of interest arising between IN YOUR SPACE CIRCUS and the bidder 

and/or its consortium partners. Bidders are therefore advised to review carefully the prior or current 
involvement of the bidder and its consortium partners with IN YOUR SPACE CIRCUS and to notify IN YOUR 
SPACE CIRCUS via email (cath@inyourspaceni.org) prior to submission of their quotation identifying actual 
or potential conflicts of interest. Bidders may be required to complete and sign a ‘Conflict of Interest 
Statement’ at the time of submitting their quotation which can be scanned and emailed to the above email 
address when submitting their quotation response 

o The bidder directly or indirectly canvasses any official of IN YOUR SPACE CIRCUS, or its officers, members, or 
agents or seeks to use external influences to distort competition concerning the award of this contract, or 
who directly or indirectly obtains or attempts to obtain information from such official, officer, member or 



agent concerning the proposed quotation will be disqualified. (This should not however discourage any 
bidder from clarifying any part of the documentation included in this competition in accordance with the 
above instructions). 

o In the event that false or misleading information comes to light after a bidder has been awarded a contract, 
this may be considered as grounds for termination of the contract. 

 
Quotation Clarification Request 
 
 Bidders may seek clarification in relation to this quotation competition where they consider any part of 

the documentation or any other aspect of this procurement process is unclear. 
 
 Any clarification relating to this procurement must be communicated via email to 

cath@inyourspaceni.org. This will provide an audit trail of all clarifications received and responses issued.  
It is the bidder’s responsibility to monitor clarifications issued and responses received. 

 
 In all circumstances, IN YOUR SPACE CIRCUS reserves the right to communicate clarification responses to 

all bidders at any stage, at its sole discretion. The identity of the bidder seeking clarifications will not be 
disclosed. 

 
 Clarification responses shall become part of the quotation and must be treated as such by the bidder. 
 
 All such amendments will be made 3 calendar days before the closing date of this competition. 
 
 Note: If changes are made to the settings and question areas of a live/running quotation, suppliers MUST 

re-submit their response. 
 

Right to seek information/clarification from bidders 
 
 Bidders may be required to provide clarification as to their economic and financial standing prior to the 

award of any contract. 
 
Period of Validity of Quotations 
 
 Bidders are required to keep their quotations valid for acceptance for a period of 90 calendar days from 

the closing date.  
 
Confidentiality 
 
 Bidders should treat the quotation documents as private and confidential between the bidder, IN YOUR 

SPACE CIRCUS and advisors.  Bidders should note that IN YOUR SPACE CIRCUS shall use the quotation 
documents for the purposes of evaluation and that the quotation documents held by IN YOUR SPACE 
CIRCUS will be destroyed in line with the IN YOUR SPACE CIRCUS’s disposal schedule 



Period of Contract 
 
 Period of contract is anticipated to end 14th September 2019.   
 

Value of Contract 
 
 It is estimated that the value of this contract is for £3000 which should include all fees and expenses. 
 

Contact Details 
 

 Should bidders have any questions or clarifications relating to this competition, please email 
cath@inyourspaceni.org  with your question or query. Please ensure to include the relevant quotation 
reference number in the subject box of your mail 

 
 Bidders will be notified via email as to the outcome of this competition. Please note notification will be 

sent to the email address bidders have supplied in their quotation response. Bidders should ensure that 
all contact details relevant to the competition are accurate and relevant as required. 

 

Contract Management 
 
 The successful Contractor’s performance on the contract will be regularly monitored.  Contractors not 

delivering on contract requirements is a serious matter.  If a Contractor fails to reach satisfactory levels of 
contract performance they will be given a specified time to improve.  If, after the specified time, they still 
fail to reach satisfactory levels of contract performance, the matter will be escalated to IN YOUR SPACE 
CIRCUS’s Board of Directors for further action.  If this occurs and their performance still does not improve 
to satisfactory levels within the specified period, it may be regarded as an act of grave professional 
misconduct and the contract may be terminated.  Unsatisfactory performance will result in the 
contractor being excluded from future procurement competitions being undertaken by IN YOUR SPACE 
CIRCUS.  

 

 

 

 

 


