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1. Company Overview 
 

1.1 Stapleford Town Council is the first tier of local government providing services to the 
people of     the Town of Stapleford, Nottinghamshire since May 1987. The Council 
approved a three year Corporate Plan in October 2020. Key to the plan were a set 
number of projects and the delivery of a new events programme. 

 

2. Project Introduction & Overview 

 
2.1 The Town Council has provided a small number of events over the years and these 
have now begun to increase year upon year. Some of the events are large scale and 
some are small, such as coffee mornings, through to competitions mainly held online. 
The Council is also progressing a number of special projects which require external grant 
funding, some of which has already been secured. 
 
2.2 The events programme is key to providing a link from the Council to the people of the 
Town and their improved well-being as well as supporting and encouraging businesses to 
thrive in the Town Centre. Some work has commenced on the events programme but 
concentrated attention to the events and establishing a documented process for each one 
is paramount to future sustainability. 
 
2.3 The special projects element of this contract includes the provision of floral displays 
within the town leading into the entry of the Town into the East Midlands in Bloom 
competition and the creation of a wedding venue in the Carnegie Civic and Community 
Centre.   This will include the development of bids for grant funding. 
 
2.4 Alongside the project and events delivery, effective communications with the 
residents and organisations of Stapleford will be required. The development of a 
communications strategy and planned communications for the next 12 months will be a 
key deliverable. 
 
2.5 The purpose and scope of this document is to explain in further detail the 
requirements of the Town Council and the procurement process for submitting a  
proposal. 
 
2.6  The Council’s budget for this work is £8,500.  Each event has its own costs budget in 
addition to this sum. 

 

3. Scope of Work 

3.1 The Town Council is tendering for a supplier to provide project 
management services for the preparation and delivery of the 
following: 

1. Communications Strategy and 12 months planned 
communications content for publication to the Town Council's 
website, social media platforms and press releases. 

2. Planning and delivery of the Town Council's and Town 
Mayor's events programme for 2021-22 

3. Provision of standard processes and documentation for the 
events programme for future years use. 



4. Lead on the development and delivery of the following 
special projects (inclusive of identifying and applying for 
grant funding as necessary on behalf of the Town Council): 

5. Town Centre Floral Displays 
6. STC Noticeboards 
7. Wedding/Events Venue 
8. Interpretation Panels 
9. Blue Plaque Scheme 

3.2 Delivery of the Special Projects programme may be subject to 

change dependant on successes achieved with funding bids. 

 

4. Deliverables 

 
4.1 Project Deliverables 

 
4.1.1The project deliverables are stated, but may not be limited, to the points 
below: 

 
(i) Preparation of a Communications Strategy 

document for approval by the Town Council 
(ii) Preparation of 12 months of communications posts, 

press releases and articles in relation the projects and 
events for approval by the Town Clerk before 
scheduling onto the relevant platforms 

(iii) An events management plan and relevant 
processes/procedures documentation for each event for 
future years use 

(iv) Management and Delivery of each of the remaining events to 31 
March 2022 

(v) Project Management and delivery of the special 
projects programme inclusive of grant funding 
applications. 

(vi) Sign off from the Town Clerk and Handover. 
 
 

4.2 Project Management Services 
 

4.2.1 General Services 
 

The supplier is required to provide the following general services in 
line with the Project Deliverables set out in 2.2.3: 

a) Develop a Project Plan and report progress against the Project Plan 
baseline throughout. 

b) Lead on risk identification and development of mitigation strategies. 
c) Prepare and issue a monthly Project Status 

Report for the Client, and wider stakeholders. 
d) Attend Project Team meetings with the Town Clerk as 

required - normally on a monthly basis. 



e) Attend relevant Committee meetings as required - normally on a 
monthly basis. 

f) Provide input, advice and support to the Client and 
relevant Committee throughout the development and 
implementation process. 

g) Provided appropriate information to the Town Clerk and 
ensure that they are aware of decisions required. 

h) Lead Team meeting – normally on a monthly basis – and 
prepare report detailing the project status under the 
following headings: 

- Works Undertaken 
- Forthcoming Actions 
- Information / Decisions / Key Actions Required 
- Risk Issues 
- Issued Information / Status. 

i) Monitor the production of project against the programme 
and if delayed take action to remedy. 

j) Establish robust cost control and change control systems. 
k) Visit sites as required to properly progress and monitor 

works, mitigate any delays or additional costs. 
l) Undertake effective administration of the project contracts. 

As Contract Administrators you will have the role of 
ensuring that every element of the project is realised, 
according to the agreed plan, on behalf of the client and 
that the work is of the highest possible standards. 

m) Perform such other duties as may reasonably be 
required by the Client to secure the completion of the 
projects. 

n) Exercise reasonable skill, care and diligence in the performance of the 
Services. 

 
4.2.2 Development Phase – Services 

 
The supplier is required to provide the following services during each project’s 
development phase: 

 
a) Produce and get Sign-off for the Project Execution Plan 

a. Prepare the Project Brief & Stage Plan– setting out the project 
approach 

b. Prepare Business Plan 
c. Create Daily and Lessons Logs 
d. Prepare and maintain Project Initiation Document setting out; 

i. Project Plan, including a baseline project schedule 
ii. Costs Plan 
iii. Project Controls 
iv. Management Strategies (Risk, Quality, Communication and 

Configuration) 
v. Registers (Risk, Issue and Quality) 
vi. Project Management Team and roles 

 



b) Appoint Project Team as necessary 
 

c) Advise Client during Procurement and Appointment of Sub-
Contractors. Advise Client on procurement strategies, 
placing OJEU advertisements and preparing tender 
documents as necessary. Invite and assess tenders and 
appoint project team. 

d) Advertise on Contracts Finder and 
subcontract opportunities arising from the 
contract above a minimum subcontract 
threshold of £25,000 

e) Prepare tender documentation and advise Client on all other Project 
Appointments 

f) Maintain programme and budget including provision of cash flow 
forecasts 

g) Convene, chair and minute Team meetings 
h) Convene, chair and minute Project Team meetings 
i) Prepare and / or collate applications for planning, 

landlord’s consent and building regulations approval 
j) Prepare and /or collate reports to the client– progress and drawdown 

reports 
k) Prepare end of stage Reports for client approval 
l) Review and organise insurance where necessary 

 
4.2.3 Delivery Phase - Services 
The supplier is required to provide the following services during the 
project’s delivery phase:  

a.   Prepare and provide weekly reports which include; 
i. Updated Stage Plan - setting out works done and progress in 

line with baseline 
ii. Budget drawdown, including all subcontracted work 
iii. Register Reports (Issue, Risk, Quality) – including mitigation 

proposals 
iv. Log Updates (Lessons Learned) 
v. Forthcoming Actions 
vi. Key Actions or Decisions required 

 
b. Organise, attend and minute Project Team meetings 
c. Procurement: 

i. co-ordinate and manage the tender process, 
recommending suitable contractors and sub-
contractors in line with public procurement 
regulations. 

ii. Assist in contract negotiations towards appointing contractors 
and suppliers. 

iii. Oversee the successful completion and conduct of 
the contracted work, making sure that the work is 
undertaken in line with STC's H&S, Risk, and 
Quality standards and requirements. 

d. Oversee the effective delivery of the planned works 



to the standards, safety and agreed design signed off 
by the Town Council. 

e. Liaising with and complying with requirements set forth 
by Government and statutory bodies 

f. Undertake necessary project PR and Media for the STC where 
necessary 

g. Perform such other duties as may be reasonably 
required by the STC to secure the completion of the 
Project. 

 
4.2.4 Handover Phase 

 
The supplier is required to provide the following services during the 
project’s handover phase: 

a. Provide End Project Report, including project assessment in line 
with initial objectives 

b. Provide Lessons Report 
c. Provide follow on actions for the STC 

 


