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Communications Conference 2009

Brief for delivery and management of region wide CIPR West of England Communications Conference

Prepared by Sarah Pinch, Head of Communications, University Hospitals Bristol NHS Trust, with input from Liz Snell, The Green Room and Tom Bowden-Green, Trimedia and Chair of the CIPR West of England

26 February 2009



Introduction

The Chartered Institute of Public Relations (CIPR) has a number of regional groups.  The CIPR West of England group includes Cornwall, Devon, Somerset, Bristol, Gloucestershire and Wiltshire.

For the last four years the committee has organised a Young Communicator Conference using volunteers drawn from the committee.  This year the committee would like to put the organisation and management of the conference out to tender.  The Conference will be known as the CIPR West of England Communicators Conference and will be held in Autumn 2009 in Bristol.

Objectives 

The conference should:

· Be seen as the one ‘must attend’ communications conferences in the West of England.

· Be inspiring, useful, innovative and interesting.

· Provide opportunities for delegates to hear from industry leading speakers.

· Provide networking and informal meeting opportunities.

· Take place in Bristol, in a central location.

· Count towards CPD for CIPR and CIM members (information will be provided).

· Be affordable, and cover its own costs ideally produce a surplus that would be reinvested into the CIPR West of England funds for future training and events.

· Be marketed as widely as possible to appeal to both in-house and consultancy practitioners at all levels.

The organisers will:

· Create a conference that achieves the objectives outlined.

· Be accountable to the CIPR West of England Committee

· Be managed on a day to day basis by Sarah Pinch on behalf of the committee.

· Provide a response to this brief by Friday 27 March at midday.

· Be responsible for the collection of VAT 

· Use The Green Room to collect fees.

· Make full use of the CIPR branding.

· Seek, if necessary, joint funders, or partners.

· Develop a fully integrated marketing and communications campaign to support the registration for the conference.

· Make use of innovative technology, including video, audio and online.

Parameters

The organisers should note that the CIPR West of England Committee has access to a large database of members and contacts and this would be made available at no cost.

All payments will be made via The Green Room.  The Green Room team will collate the attendees list, and ensure payment received, which will be forwarded to the CIPR WOE Treasurer upon receipt.

The organisers must provide transparent costings, including any mark up on third party services.  No mark up will be acceptable on the venue hire costs.

The event should initially be offered to CIPR members at an early bird rate of £50 plus VAT. the rates should then increase after one month and CIPR member  discounts should remain the most substantial.  

The committee is willing to allow other partner professional and networking organisations – as part of a contra deal (details agreed on a case by case basis) discounted rates.

The Conference
The conference should be on a week day, in Central Bristol, at an accessible venue.  The Watershed has been used before and works well in terms of its location, ambience, the objectives of the venue itself, price and management assistance.  Other venues are happily considered, but time should not be wasted.  The most important issues are access, location and affordability.  

The organisers would be responsible for:

· Day to day liaison with the venue

· Marketing the event to meet targets for attendee numbers

· Stage management of the event, in consultation with the venue.

· Staffing welcome desk etc

· Day to day liaison with speakers 

· All travel and fee negotiation with speakers(*)

· Developing a brand and look and feel for the event

· Producing any associated collateral

The CIPR West of England Committee would be responsible for:

· Signing the contract with the venue

· Collection of all monies

· Payment of the organisers

· Providing suggestions for speakers (*)

· Payment of speakers fees/expenses

(*) Two leading industry figures have already agreed in principle to take part on the conference, their involvement will be discussed with the successful organiser(s).

Next steps

The closing date for responses to this brief is Friday 27 March 2009 at midday.

Responses must include the following sections and should be emailed to Sarah Pinch:

1. Funding proposal (ticket pricing and sponsorship)

2. Proposal for handling event logistics

3. Marketing proposal

4. Key team members

5. Company experience

6. References (including financial references)

The top three bids will be invited to present to the subcommittee by 24 April 2009.

 A decision will be made and the successful organisation contacted as soon as possible.
Key Contact

Sarah Pinch, Head of Communications, University Hospitals Bristol NHS Foundation Trust.

Please contact 0117 342 3629 or 0780 858 0752 for more information, or email sarah.pinch@uhbristol.nhs.uk

