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Specification

Contract Title: Corporately Branded Events & Exhibitions 
Contract Number: 1278

1. Introduction
The Welsh Parliament is the democratically elected body that represents the interests of Wales and its people. Commonly known as the Senedd, it makes laws for Wales, agrees Welsh taxes and holds the Welsh Government to account. The Senedd Commission serves the Senedd to help facilitate its long-term success as a strong, accessible, inclusive and forward looking parliament that delivers effectively for the people of Wales.

2. Contract Strategy
The Senedd is looking to procure a supplier to deliver our corporate branding needs at events around Wales. The contract period will be for 3 years from award of contract, with the option to extend for an additional 2 years in 12 month intervals.  
We are looking to award this contract to one supplier. 

3. Aims & Objectives
The Senedd traditionally has a presence at a range of corporate events of varying sizes, these  include a presence at the Urdd Eisteddfod, Royal Welsh Show, and National Eisteddfod for Wales. We expect to attend these 3 events yearly and the timings for these remain roughly the same (Urdd Eisteddfod taking place over the May school half term, Royal Welsh in Mid-July, and Eisteddfod late July to early August).
There are also engagement opportunities at smaller events such as agricultural shows, food festivals and air shows, which are attended on an ad-hoc basis. The Senedd may also use this contract to procure services to deliver specific strategic events on the Senedd estate and across Wales. 
These events aim to engage audiences in communities across Wales, increase interest in, and understanding of the Senedd’s work, whilst increasing brand awareness.  
In these instances, corporate branding would be needed to support our work at these events. Dependent on the nature of the event, services could include but would not be limited to supplying and fitting high quality external branding and internal dressing for an exhibition stand, procuring physical structures which could include organising ground rent, lighting, flooring, wiring, decking, internal event furniture, producing branded banners, wall/window vinyl, 3D signs, branded interactive activities and information boards. 
We are looking to award the contract to an organisation who can supply and fit a physical solution on to which our corporate identity can be applied. In most instances the corporate design will be supplied by our in-house designers, but suppliers could be asked to draw up designs occasionally by following our brand guidelines.
Bidders will need to think innovatively about this brief and to consider the whole length of the contract by balancing effective use of resources, being conscious about our environmental footprint, focussing on successful engagement with the people of Wales and achieving a design which promotes the look, quality and feel of the brand. 
As part of this requirement, the supplier will have to take sustainability into consideration, and where possible, include any relevant information on: the recycled-content of products; the sustainable-sourcing of raw materials; supporting local economies; using less harmful substances; and how the end-of-life of products has been considered.
We will be looking for the chosen supplier to evidence;
· How they have worked with clients collaboratively to achieve their aims and objectives bilingually and within a restricted budget  
· Experience of delivering corporate branding services at a mixture of smaller and large-scale events, conferences and festivals, at a variety of settings and delivering the work within tight timescales
· Innovative concepts and approaches to engage the public
· How the materials supplied will be produced in a socially ethical and environmentally friendly manner 
· How any materials produced will be able to be re-used with an aim to make financial savings and increase sustainability during the term of the contract.
The successful supplier may be asked to provide any ad-hoc branding requirements needed for events on and off the estate. The requirements will vary per event and details will be provided once known.
4. Detailed Requirement
Please note this is a specification for competition purposes only and final details and requirements are subject to change once awarded.
This requirement has been included so potential bidders understand the Commissions requirement in more detail. Bidders will be asked to respond to the below scenario should they be successful in the Conditions of Participation stage.
The Senedd attends many corporate events during the year. The first of which following successful appointment would be the Urdd Eisteddfod taking place in Tredegar House in Newport between 26 May – 31 May 2027 followed by the Royal Welsh Show in Builth Wells between 19 – 22 July 2027 and the National Eisteddfod in Glantwymyn, Machynlleth between July 31 – August 7, 2027. These events are likely to take place around a similar time each year.
For this procurement exercise you will be asked to focus your bid on one scenario where you are asked to develop, supply and fit a solution on to which our corporate identity can be applied. Further details of our corporate identity can be found in the attached branding pack (branding pack will be included as part of the 2nd stage of the tender).
Suppliers are asked to provide a method statement, design proposal and quotation for the following event specification. The minimum design specification is noted below. 

Scenario 1: Urdd Eisteddfod / Royal Welsh Show / National Eisteddfod
Our presence at our Summer Shows needs to be flexible and appeal to a wide range of audiences with an aim to raise awareness of the Senedd’s work. 
The design will therefore need to be flexible by appealing to young people, families, and general public, creating and accessible space to engage with the public. The space should be flexible enough to accommodate a screen / viewing area, wall space to highlight key messages/information about our work but also provide enough room to accommodate events or discussions. Details regarding the work of the previous shows can be found here.
Our presence at the Summer Shows aims to: 
· Showcase and raise awareness of the Senedd’s work across Wales
· Promote our Welsh Youth Parliament to a wider audience
· Encourage participation in the work of the Senedd (i.e. completing online surveys, taking part in issue-based activities, meeting Senedd Members, hosting live podcasts and events on the stall).
Suppliers are asked to supply details and costings for the:
· External and internal design of our current Show presence (9m x 6m Trade stand unit) using the provided Senedd Cymru branding pack. The building will have accessible entrances for people to enter/exit at front of stall.  Internal and external branding should not crease, flap or loose shape.
· Option to install lightning, audio, flooring and outdoor space
· A small storage space for equipment, literature, merchandise, refrigerator and staff belongings. 
· Internal informal furniture to encourage interaction, relaxation and seating options 
· A way to hold and display literature/merchandise
· A fully accessible building/layout
· Details of production and management costs
· Details of transport, accommodation for set-up and dismantling of all materials

5.  Changes to the Specification
This specification sets out the Commission’s current service requirement. It is possible that changes will be necessary during the life of the contract for example, in relation to the nature and volume of the work, or revisions to timescales, etc.
Changes to the specification will be implemented by issuing written amendments to all those affected by the changes, and a contract change notice published. Revisions shall not be effective unless notified in writing. Any revision to the contract price arising from such changes shall be agreed in accordance with the section “Variation of the Goods or Services” in the terms and conditions of contract.





6. Contract Award Evaluation Criteria
The contract will be awarded to the most advantageous tender on the basis of the following criteria, listed in order of importance including the weighting applicable to each criterion.
	Evaluation Criteria
	Max Score

	Cost
	40

	Quality
	60

	1. Scenario Questions
	20

	2. Delivery
	30

	3. Added Value
	10



The maximum scores shown above reflect the relative importance of cost and quality during the assessment of your tender.
Each question will be scored out of 5 based on the following narrative. A score of less than 3 for any question will eliminate your bid from the tendering process.
	Rating of Response
	Score

	Very Good or Fully Compliant Submission - which meets all requirements and is fully explained in comprehensive detail.
	5

	Good or Fully Compliant Submission - which meets the requirements and is explained in reasonable detail.
	4

	Satisfactory or Compliant Submission - which meets the requirements and is explained in adequate detail.
	3

	Weak or Partially Compliant (Minor issues) Submission - which in some areas falls short of requirements or is poorly explained.
	2

	Unacceptable or Non-Compliant (Major issues) Submission - which fails to meet requirements or is not explained.
	1



The cost element will be based on scenario a, however these costs should be reflective of the actual costs of providing the services.
The score for the cost element will be automatically generated in the e-tendering portal. The following formula will be used to calculate this:-

Supplier Score = Lowest Price / Supplier Price x Maximum Commercial Score
Any restrictions to word, character, or page count will be provided in the question guidance note. Additional literature in excess of the allocation will not be evaluated, nor will web links or embedded documents. Tender responses will be screened prior to evaluation and information in excess of the restrictions stated shall be deleted. 

7. Tender Timetable 
The Commission has produced an indicative timetable for this contract.
	Activity
	Date

	Conditions of Participation Open
	11/06/2026

	Clarification Deadline
	06/07/2026 at 10:00

	Conditions of Participation Close
	13/07/2026 at 10:00

	Invitation to tender issued
	30/07/2026

	Clarification Deadline
	18/08/2026 at 10:00

	Return of tenders
	25/08/2026 at 10:00

	Contract Award
	By 19/10/2026

	Contract start date
	27/10/2026




8. Clarifications
Any clarifications relating to this tender must be submitted through the e-tendering portal. The Commission will respond to all reasonable clarifications as soon as possible through publishing the response through the e-tendering portal. If a Tenderer wishes the Commission to treat a clarification as confidential and not issue the response to all Tenderers, it must state this when submitting the clarification. If, in the opinion of the Commission, the clarification is not confidential, the Commission will inform the Tenderer, and it will have an opportunity to withdraw it. If the clarification is not withdrawn, the response will be issued to all Tenderers.
The deadline for receipt of clarifications is set out in the e-tendering portal.
The Commission reserves the right to seek clarification of any aspect of a Tenderer’s tender submission during the evaluation phase where necessary for the purposes of carrying out a fair evaluation. Tenderers are asked to respond to such requests promptly. Vague or ambiguous answers are likely to score poorly or render the tender submission non-compliant. 

9. Sustainable Procurement
The Commission puts Sustainability at the heart of its procurement process, and are always looking for appropriate ways in which our procurement can benefit society; the economy, and the environment. Our decisions are based on whole-life costs, taking into account any social and environmental implications, and obtaining sustainable purchases that offer good value for money.

10.  Financial Standing & Resources
You must ensure you are adequately resourced to perform this contract efficiently and effectively if your tender is successful.
You should ensure that pre-existing work commitments do not prevent you from carrying out the specified contract requirements and, conversely, that the performance of this contract does not have an adverse impact on your existing business. 
Since it is our policy to subject our contracts to competition, you should ensure that you are not, at any time, overly reliant on the Welsh Parliament as a customer. 

11.  Freedom of Information
We are committed in providing transparency and operate under a Code of Practice on Public Access to Information to meet our responsibilities under the Freedom of Information Acts. Any information submitted by you in connection with this tender may need to be disclosed if a request is made under the Freedom of Information Act.  
If you consider that any of the information included in your tender is commercially sensitive, please identify this and explain (in broad terms) what harm may result from disclosure of this information if a request is received, including the time period applicable to this sensitivity. 
Please be aware that even where you have indicated that information is commercially sensitive, we may be obliged to disclose it under the terms of the Freedom of Information Act, if a request is received. 
You will be consulted if a request for the disclosure of any of the information you have identified as commercially sensitive is received.
Tenderers should be aware that, in compliance with its transparency obligations, the Commission routinely publishes details of its contracts, including the contract values and the identities of its suppliers on its website without consulting the provider of that information.
[bookmark: EQUAL_OPPORTUNITIES]
12. Equal Opportunities 
The Commission is working to eradicate discrimination on the grounds of race; disability; sex; gender reassignment; age; belief, and sexual orientation; marriage and civil partnership, pregnancy and maternity, and values a diverse supply chain. We want to ensure that all potential suppliers, tenderers, consultants and contractors share that commitment and, at a minimum, comply with the Equality Act 2010.

13. Dignity and Respect
The Commission strives to be an organisation with a diverse and inclusive culture that reflects the people of Wales. It is the policy of the Commission to create an environment which is free from any form of bullying, harassment and discrimination and takes a zero tolerance approach to such behaviour. The behaviours of contractors, including external advisors, and their staff and sub-contractors providing services to the Commission, is governed by the Dignity and Respect policy whilst on our site or providing services to us. 

14. Ethical Employment 
The Commission is committed to ensuring workers are treated fairly and with respect. Therefore, we will ask you to provide information on your working / employment practices, which demonstrate your approach to tackling modern slavery and human rights abuses.

15.   Contract Management
Commission’s Contact Point
The Contract Manager for the Commission will be Angharad Thomas, Senior Events and Engagement Manager (Angharad.Thomas@Senedd.Cymru).
 The Contract Manager will be your point of contact during the contract.  She may elect to meet a named representative of the Contractor as and when necessary to discuss any operational or contractual issues. 

Contractors Contact Point
As soon as practicable after the award of any contract you should provide details of your contract manager to the Commission’s contact point named above.

16. Travel and Subsistence
Travel and subsistence is expected to be necessary during the life of this contract but, if necessary, payments will only be reimbursed where the Commission has approved travel in advance, in writing.  Expenses will then be paid at a maximum of the Commission’s contemporary rates outlined in Annex A..

17. Security
If the contract requires that a member of your staff require frequent and unaccompanied access to the premises of the Welsh Parliament, and access to restricted information, or proximity to public figures, your personnel must satisfy the security requirements of the Commission by completing a security questionnaire. No contractor personnel will be issued security passes until they have the required security clearance. Until such time, they will be issued with a temporary pass and will have to be escorted throughout the premises by a member of staff on each occasion.

18. Official Languages Scheme requirements 
The contract does not involve the delivery of services directly to the people of Wales. However should there be a requirement for services to be delivered to the people of Wales the supplier will need to ensure that the services are compliant with the Senedd’s Official Languages Scheme. The Scheme can be viewed at:

https://senedd.wales/commission/senedd-commission-policy/official-languages/  
(English)
or;
https://senedd.wales/comisiwn/polisi-comisiwn-y-senedd/ieithoedd-swyddogol/
(Welsh)

19.   Conditions of Contract 
The Commission’s standard Conditions of Contract for Services will apply to orders raised under this contract.



Annex A - Expenses
Subsistence Allowances
	
	Breakfast
	Lunch
	Dinner
	Refreshments

	Daily maximum rates 
	£10
	£15
	£30
	£10



Accommodation Allowances
▪ Up to £187 for accommodation in London and any other capital cities in the UK and 
Ireland, as well as Brussels
▪ Up to £118 for elsewhere (non-capital cities) in Great Britain, Northern Ireland, the Channel Islands and the Isle of Man.
▪ Up to £181 for accommodation outside Great Britain, Northern Ireland, the Channel Islands and the Isle of Man (excluding Brussels – see first bullet point).

Travel
Milage payments for cars and vans to be in line with HMRC guidance:
https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-allowances/travel-mileage-and-fuel-rates-and-allowances

	Specification – Corporately Branded Events & Exhibitions / 1278
image1.png




image2.png
Senedd Cymru
Welsh Parliament

Senedd Cymru Welsh Parliament
Bae Caerdydd, Caerdydd, CF99 1SN Cardiff Bay, Cardiff, CF99 1SN
E Cysylltu@senedd.cymru E Contact@senedd.wales

0300 200 6565 > 0300 200 6565




