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--i----------------- 
From: 
Sent 
To: 
Subíe<I: 
- OJ June 2019 1023 -;- FC,r,1r, i~ 

Thank you for you, em~Jl Jnd 1t 1s groilt you arc gomg to be at Cannes, wc have .>n event we are organising i>nd u 
would bo groat If you could attend: ll\!J).s:/Jwww.,da1soc.ora.u~IJ!lä.""Ylli$1!!l!w·to-grow-your-busln<!u· 
't,!.2.'ldwl.!!£L 

As we arc helpmg companies navigate, network a,ound Connes, please let me know what you will need. I would be 
happy to met'! you, whilst wo are there 

As we aro involved 1n a lot of events picase see some of tho selecncn he,e· lijJ.pxllwww Jdrt}'QC o,g uk/ç,,nm;s 
~ 

I look forwa,d to hearing from you 

Kind ,ega rds, - 
From: 
Sent: 02 lune 2019 07:SO 
To: 
Cc: 

> 

Hl Guys 

WondNful to hoar from you. We will Indeed be in Cannes. We have an Influencer marketing galle,y next to 
Facebook beach I'll send you the programming agenda shortly, 

Our key business focus right now •s client growth Wc need to get to key marketing decision makers If there Is 
anything you are doing that might be able to help u, make connections to CMOs and brands directly then wc are 
very interested. 

Koy markets are UK, US, APAC, GSA, Benelux. 

-do let me know ,f you would ll~e coffer whilst w~ arr there) 

Best 

On t« 31 May 2019 at 18.10, wrote. 

lt was lovely to connect with you at the recent d1¡¡1tal marketing masterclass ~t the Century Club 
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I know- are currently on the Mayor's International Business Programme (cohort 11) and you were keen 10 
find out mote about our fonhcom1ng missions including possibly tying up JCliv1ty with us whilst you're in Cannes 
uons ln June 

I wanted to copy in our who 1s arranging the programme for our companies out in Canr,es, 
-· who will be happy to touch base and see how we can link up {or indeed discuss íuturc miss.ens we 
have coming up)I 

Best w1~hes and have a lovely weekend. - 
--- London & Parint,':, 
6th Floor 

Tel 

Swttch ••• 10120 12 J4 5800 

londooandpaltnel] çom .JIIGotoGrow_LontJon @L_PBus,ne-. ron,,w 

Kf11J..lt!OI\.01'd<~1•,1 •dia.i ...... r,m,11.,•1,1,111oJ11¡114tl,)at.A'l"f!ll.••111..Lt'~·J:) ... ,\I ,p.1., •• .,, 1,1!1,t I ti •3: 

European Union 
European Rog,onal 
O,,valopmtint Fu,,d 

•

European Union 
European Roc;,onal 
O..velopment Fund 

' ' • ~ .. ~ • ,. ,.,., ... " •• 
.,. -·~ ' -· • ·~ • • .. .. • • • ·- ~ .. .. ·--- • ., - ~-· .. • - - 

l 
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J 
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--------------------- 
From: 
s~nt: 
To: 
Subject: 

06 Junè 2019 20·1 S - Re Cann~ update H- Ple•sè find my hèadshol anached 
My bio: 

- a creauve f1m 1níluencer company focused on bulld1ns 
ran s wit creators, digital storytellers and artists. Th1:.=,:n Cannes.- are presen!lng an lnteracllve eallery 

that showcases the bri9ht side of influencer marketlng.- buih her career ,lt Ministry of Sound, Unl\lersal Music 
Group and Talenthouse. 
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On Thu, 6 Jun 2019 at 16:22, 

Hl All, 

wrote: 

I know you are getting "•cited for Cannes, please remember If you haven't already send me through your 
headshot, short bio and Interest as to why you are ln Cannes. I need this by tomorrow latest, for you all to be on 
the hub. 

I wlH st.art a whatsapp group tomorrow, please all send me your mobile numben If you DO NOT want to be 
included, please let me know by 3pm tomorrow or I will assume you are all happy to connect with each other. 

The events are also listed below and look out on your emails H you will be ln-.rited to more, If you can not get on 
the Mandatory event let me know, as spaces are filling up fast. 

Mandatory event by London & Partners: https://www.1d1uoc.or1.uk/cannes11Yenu/how•t2:1row-your. 
byslorsS:WO!ldwtde/ 

Cannes Events for you to sign up for can all be found here: hnpJ;//www.adassoç.org.uk/cannes·cvcnts/ 

Others you can attend and sign up to: 

Tuesday SUn11$er -ICtoulna 

h11p://www.campa1an1,ve.co.yfi/cann,:ssunr1scr 

Wednesday Sunrise, • Mill Metro Media 

htt1>1:J/www:campaisnllye.ço.uk/cannusunr1ser/futureofncws 

Thursday SUnrlJer • McCann Worldgroup 

httD1í//WWW Cffflp¡tl@Qljys;.çp.yk/eanncuunrßrr/çllentascnçyçrpdit 

let me know li you need anvthlna else. 

] 
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Kind regards, 

- 
The Mayor's l11tematlon1I Busmess Programme 

L ondon & Partners 
blh Floor 

2 More London Riverside 
London SE 1 2RR 

-- Swrtch: 020 7:?l-1 5800 

Twitter; 

Email· 

Follow us Oft t'Wttt1, ~L Pty51nen 

Weª"' ranked among the Sunday T1me1 Top 100 BHI Not-for-Profi! 01g1n1Hlio11a 10 worl< for 

l.ofldU11 & P;,'1nert n tM 1h10, of \.linl.JOI\ • i,fficj.tJ p,omqU'-'n•I ~!Jª"Cf 1etnetll\!i) , .. .....,,. **•1,....., _. .. ,.1:11. <one••un •tudet1b •"''ff "'"'t",. to Lond4ft •"d herl~111 l 611tSo-1 ~ ... .,. 10 9lf.)t.l. 

• 
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---------------- From: 
Sont: 
To: 
Cc: 
Subject: 

- I6July20191634 

Good afternoon, 

I am happy to confirm your place on our Trade Mis~lon to the US West Coust (San Francisco and Seattle) Sept 30" to 
Oct 04'" run In partnership with G8x ln San Francisco We're pleased to tell you that vou arc now offlc,ally registered 
for this v,sIt. 

For our brochure and marketing material lor the brochure, by Friday 19•• July please send the following to 
-(cop,ed 1n) 

1 Participating delegate's namte, utle, email address, mob,le phone number, WhatsApp phone number {we'll 
use WhatsApp to communicate on the mission) 

2. Part,cipatrng delegate's head shot - High Res, Jpcg 
3. Your company's lago - High Res 
4 Your company's Twitter handle 
S. Oescrlptlon of your business - this must be no longer than SO words 
6 Your companies aim of attending the mission • this must be no longe, than SO words 

• Any material over the word count will be cut frorn the brochure. 

Programme a foctstig 
At this stage, we are still confirming and reach1ns out to the corporates we will be meeting. Once meetings and 
defecates are confirmed, we will begin sharing the updated agenda. This S day, m1ssIon w,11 be made up of l·l·l 
meetings. roundtables, and network,ng session with US Corporates and local companies. 
Please let us know the top 3 lo<al organisations you would like to meet during the m,ssron as well as the 
position/department of the people vou are targeting, we wlll do our best to Involve them as some point An updated 
and more detailed programme will be shared ln the next few days 

Your accommodation w,11 be covered by London & Partners lor S nights, from Sunday 29'" Sept to Friday 04" Sopt. 
You wlll be responsible for covering your fflghts. Recommended 11,ght will be shared along the programme. 

Trade miss/on bootçamp 
If you h°'e not attended a trade mission before, wc strongly encourage you to attend our Go To Grow pre-mission 
bootcamp on Fri, 27'" September The morning workshop will give you an lnslgh1 dnd prepare you lor your 
upcomrng mrssrcn and what to expect. The bootcamp will be Joined by our MIBP team, M18P Partners and other 
companies who have attended our missions. Please register for your ,:,,9rn!!!JL_h~o1c•me h_rre 

Pre Mlssfon Brlell~& 
A pre-mission brreflna will be hosted at London & Partners offices, the date will be confirmed soon. Ouring th,s 
briefing you will meet with the team organ,s,ng the mission as well as other delegates part,etpatlng in the miss,on. 
You will also receive rnedla and marketing briefing to maximise the ocpcrtuotnes during the visit. Finally, wc will run 
through logrstks and details regarding the mission and any questions you may havf. 

Administration fet 
Once you have conftrmed vour parttelpat1on, please note that you will be contacted by rnv colleague- from the 
finance team to arrange the payment or the £500, VAT comm,tmcnt fee. 

U you have any questions, please don't hesitate to come back to us 
Bost regards, 
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t 
2 More l oo don Riverside 
London SE t 2RR 

} 
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--i...---------------- 
From: 
Sent: 
To: 
Cc: 
Subject 

- 05 February 2019 15:20 

I am happy to coní,rm- a place on our Trade Mission to China on Sunday 19" May - Friday 24" May. we·re 
pleased to tell vou that vou arc now officially registered on this visit. lí vou can picase coníorm your attendance by 
Friday l" March 2019 to myself and my colleaguc-cc'd Into this email 

Can you please send mc the following: 
1 Participating delegate name and head shot - High Res, Jpcg 
2 Your company loso - High Res 
J. No more than 50 words descrlb1ne your business 

Proararnme & loglJtlcs 
We are currently speaking with various partners (public and prillate organisations) to make sure we can meet the 
companies and orsanlsM1ons you mentioned 1n your application 

ln terms or trnvel: we will bé ln touch regarding flight recommendations, visa support and remember we wlll cover 
your accommodation fo, mìsslon dates only. 

Agenda 
Please sec below a draít agenda thi; w,11 change¡¡ lot ln terms or content over the next íew months: 

Hong Kong· Sunday 19" May: Dinner 
Hong Kong Monday 20" M,1y: Overview of the Hong Kona Market with Invest HK 

Meeting with key players who have successfully set up ln HK 
Arran¡lng meetings with key brands 
Eventng Reception 

Hong Kong -Tuesday 2111 May: V.sit to Cyberport !UJp.//www cybl'fpprt h~/eo 
Train to Shen1hen 
Networking event with Shenihcn Tech community 

Shen,hcn - Wednesday 22"' May- Corporate roundtable with Netease, OJI and Venture Capitals (TBC) 
Site vl~tt, tour and ~nel dlscumon - Tencent 
Group Dinner 

Shanghai - Thursday 23'' May; Travel to Shanghai 
Corporate roundtables w,th large tech companies (including those based in Beijing) 
l&P's networking reception hosted w,th China's business community 

Shanghai - Friday 24" May: Breakfast with Osen¡ (TBC} 
Networking lunch 
Opportunity for own meeungs 

An updated and more detailed programme will be shaced soon along with detoils ol the accommodat,on and th,s 
will be rovrrrn by MIAP íor the main mission dates 

Pre MJssJon BrleflnJI 
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A pre·mtS,ion breakfast briefing will be hosted al 2 More London Rrver>lcJ.,, London SEI 2RR prior to the trade 
mlsS1on, taking piar.e on Tuesday 7"' May at 8:30am-10:30•m A calendar ent,y will be sent shortly 

During th1> brieling you w,11 meet with the team orsanlStng the mission ts well as other delegates partlcrpating ,n the 
mission. Vou w,11 also recewe medì~ and marketmg briefing to maldmise the opportuno ms durrng the visit Finally, 
we will run through log1st,cs and details regarding the mlss,on and any questions you may have. This brleflng Is 
compulsory, If you are unible to attend, please nominate a colleague to represent you. 

Administration fe~ 
Please note that my colleague 
the £500 + VAT cornmitment fee. 
If you hive 1ny questions, please let me know and kindly confirm your •ttendance as we are oversubscribed with 
this mission 

from London & Partners will contact you to arrange the payment of 

Kind reg¡rds, - 
2 More London R1ver~lde 
London 5£:1 2HR 

Got ;stions abowt talefï 
follow ua on fWllttr@l Pti,J'}•P(S1 

We••• r•nk•d emong th• Sunday TlmH Top 100 e .. t Not-for•Pn>flt Or91nl11toon• to work ror 
lnnd~ & ,artnef"I •• lh• 11..-.,q, of London, off'l"u•I ~~_. ~ ''-V ,n,u1t"'9 01t•rs11 .. l:ka, ft"M•, ...,•n1• '-º"'l'•un •tud•nh 
,,.d 14.-1to'I 11> l..ondttn •"d h.,p1nq Londo,- b\1•lnHsn tO ~lo'MI --- --- ·-- .. - . ... T'l"I"' ... 

• • -· - .. .. 
• 

• 

,, 
• ~ I ~- ,. . .,. "' ~ 

.. 
, ' 
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From: 
Sent: 
To: 
Subject: 

Here Is the response back 

Best, 

• 
From:- 
Sent: 03 May 2019 12:52 
To: 
Subject: RE: China visit 

Just as an FYI --- from 
aware of this mission. 

team attends the monthly creative team meetings as was made 

I 
From: 
Sent: O ay 019 1 :36 
To: 

Thanks- 

ro: 
Subject: RE: China visit 

There are 14 companies attending (please see draft brochure, no photos as yet). To be honest, I'm not sure if - 
is aware or not, I went through all the mission sectors with-and- at the beginning of the year, I'm 
unaware if that has been communicated internally. 

Best, 

• 
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I';,,~<·~ ;, ~~J\Jtt 
~~~ aware of the MIBP mission to China as it's mainly creative industry? How 
~~nies are going? I am going to send the following line to Rajesh for the OMs team meeting? 

You are leading a MIBP trade mission (how many• from the creatíve industry) to China 18-25 May 

Best • - 
City Hall, The Queen's Walk, London SE1 2AA 
020 7983 4249 I 078 6796 3272 

Keep up with London's business news with the City Hall Business Bulletin • sign up now 

#LondonlsOpen 

GREATER LONDON AUTHORITY NOTICE: 
The lnto,matton ìn this email may contain conftdentfal or pnvileged materials. f"or more Jntormation 
see 1,··1,-. , •.• , •• ,,,, 1,, ,i.,,, ,1,., 1.lf/.1t-r1•1t u-./P ,,,111 n,:1,,,,¡ 

rhis mes.,ag,e has boan tcannod ror virus.as by lhe Grœte< London Autl'IQnty 

Click~ 10 f9l)Ott ttws ema11 as -.,am, 
1 , , , """' ,_,,.,. .. ,., ,._,,, •••. _, ., ,. 

#LondonlsOpen 

GREATER LONDON AUTHORITY NOTICE: 
The 1nto,mat1on ln this email may contain contldent1al or onvlleged metenets. For more Information 
see 1 ,, ... ',•. n,·, 1·111,hn Jl~ qk/ lÛ\..ut 11·./~mJd n\.'\lll t'/ 
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------------------ From: 
Sent: 
To: 
Subject: 
Attachments: 

Delegate Information 
Creative Trade Mossion ,n May 10 HK & Ch,na.pdf 

Picase see the attached. - 
on on 

8th Floor 
2 More London Riverside 
l on don SE 1 2RR 

_________ .._ __ 
Website: qotogrow.london ___ .. - I 

Got uestlons abo\7t talent·, . ~ - 

Follow us on twitter @L Pbusin11•• 

We ara ranked among the Sund.ly Timeo Top 100 8Ht Not-for-Profit OrganlaaUons lo wori< fo,. 

Londolt & lltattf'I.,. •• th• M•\'91' rar Lortd<J.n't off"M:•f pl'OffloUo~..- •oenç,'I atlrltting •"-•••H i.11••nt•Ha. •"••n• e.011,,... .. .., atud••H• ª"ti vltftOl'I to londaon Ind l't.,P4n9 Lo,1don tlu$.h,. ... , 90 ,~, --- ·- _, ..... l- ......,.. ..... ....,a:: ...... , ''""''" lft/•t• ""• 

,.~FN,l,/1(•111 .... ~li,\! .,._..,_-~Jo-,,,., ,..,, ,iç,,n'll •-J•"•l .. _,,, ,flt._ ,,,,. 1,,,1,.-1 ... ,, \~~If.aft ,, ... ~11.-.4 ,n,>,~~., .,.,,., ~...,,.,_,.,r•,-. 'o.,nn.tr:..,r ...,....,,,.~.,,....,.,....,.!\ tPvrrW14tirt,,.tp,,...,,.,t1:•• ,.;,·•li',, r,..11·.~,,._.,.,.,_,...,,,.,IQl1111r l"(f !<P,~,,.,..,.,~,.,,.6 • .,.,, 
_.,.. .-,,,i 11P1t~~\ f:'lt- ....... lf""'""'/ lfr,,a, .. 1 J,W('l,MJ ,,,._._Jt,~"'Jt'II 1t '••1,...-.1 -..C. ~ .. I l·b ft·~~ l.a"~·J,bl•IIU .... f f •• 

1,,.,,~ ••·"-•"_,. .. ,.,,,.,,i,_.,,.,.."l• f,tr'!t,11 """ "1,t,:"1t<l\'«' ¥ ~ .... •ti:> "•r!'l1t,t:olrt rt:t:::?t 1/:Pr!d·hC'rar, 
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----------------- 
From: 
Sent: 
To: 
Subject: 
Attachments: 

29 October 2018 13:38 

Business-to-Business Tech Mission Shanghai, Hangzhou & 8eijing.pdf 

I've had a nightmare today trying 10 get ln - my car broke down and I had to wait to be towed to a garage, then get 
a taxi back home from there Anywho .. t've ended up working from home today so I won't be ln the team meeting 
either Tomorrow I have a mrssioos meeting at 4 so could do 3pm or 5pm whichever works best for you' 

With regard 10 the b,iefings, we have some new Finlech core content from our side. so I want to ensure that this ,s 
be,ng weaved 11110 the narrative throughout the briefings 

Happy for you to provide the lines etc and I'm happy JUSI cracking on with them, so don't need you 10 do anything. 

I plan to have the majority of them finished by thP Pnrl of thi~ wee~ 

ln the meantime - could you please approve/get approved the blurb for- the brochure. These need to be 
send to Cllina in the next few days for printing so grateful if you could push througll. 

Many thanks, 

Hi •. I probably won't attend the MTBP mtg today as had to get home for a delivery and will probably 
stay°hc;,c now working from here. Would be good to have a quick chat about China and briefings. I think as 
we've done before I will provide a core briefing with the latest lines on Brexit, fintech etc etc and the other 
briefings {Which I don't plan 10 get 100 involved in!) will contain other info such as attendees, logistics and 
any background. Arc you happy 10 meet/have a chai tmrw at 4ish? Thanks- 

Sent from my iPhonc 
#London lsOpè-n 

Thi: information in this email may contain confidential or privileged materials. 
For more information see hnps:i www.longs>J!Jl.O\.uk/about-us.:cmail-noticc/ 
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----------------- From: 
Sent: 
To: 
Subjert 
Att.ichments: 

Plea.,e pnnt - emaíl and .ittchment 

From: 
Sent: 14 November 2019 15:08 
To:N!!Gblh¾h 10:11 Utt lt 
Cc: 
Sub ect: FW: mal Version of the Fintech Brochure 

I've also managed to lind this email in relation to the Deputy Mayoral visit to China 

Best, 

• 
From:- 
Sent: 07 November 2018 11:03 
To: 
Subject: Final Version of the Fintech Brochure Hi- 
Great to see you both yesterday, 

Please find attached the final version of the China fintech brochure. 

Best, 

• 
2 More London R,ver~1de 
London SEl 2 RR 

Switch: •44 (0)20 7234 511()() 

Follow #londonlsOpeti 

We are ranked amone the Sunday Times Top 100 Besi Not-for-Profit Organisations to work for. 
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LONDON 
&PARTNERS 

Delegation of Authority 

Responsibility for good governance rests with the board, this is underpinned by an effective 
governance framework which, the board believes, fits the requirements of London & 
Partners' business. The composition and terms of reference of the London & Partners board 
is available to read on londonandpartners.com. 

The board has identified certain matters that only it should decide and not be delegated to 
others. These are detailed in the matters reserved for the board section below. 

Other specific responsibilities are delegated to its principal committees (the Audit and 
Finance Committee, the Remuneration Committee and the Nomination Committee) and 
subsidiary boards (London & Partners Ventures ltd and Dot London Domains ltd). Each of 
these committees and subsidiary boards operates within defined terms of reference which 
are available to view on londonandpartners.com. 

The day-to-day running of the company's business is undertaken by the Chief Executive 
Officer with the support of the Management Committee. The Management Committee is 
responsible for the overall direction, performance and culture of the organisation. 

The Management Committee and Directors and Chief Representatives make up the Senior 
Leadership Team (SL T), who are members of two executive-level decision-making bodies, 
the Outcomes Board and Corporate Board. The responsibilities of these boards are included 
in the appendix. 

,i: " :1. I V''"' ' 
¡' ,tt' 

¡ --- -- - 
Ov-.i;: 10,s & Cll,ef 
~fl!rtt~l.lhvu 

--·,---, 

Matters reserved for the board 

All matters that have a material impact upon the company or any of its subsidiaries will be 
referred to the board. However, below is a schedule of matters reserved specifically for the 
decision of the board or a committee of the board. 

Strategy: 
• Approval of London & Partners group overall strategy, long-term objectives, key 

performance Indicators and targets. 
• Approval of the annual budget of the London & Partners group. 

London & Partners Delegation of Authority, April 2019 1 
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• Significant changes to the London & Partners group's activities. 

Financial matters: 
• Financial reporting and controls. 
• Contracts for major capital and projects of more than £180,000. 
• Adoption of significant change in accounting policies or practices. 

Corporate matters: 
• Convening general meetings of the company. 
• Recommending to members the approval of alterations to the Memorandum and Articles 

of Association. 
• Issue the annual report and accounts of the London & Partners group, having approved 

the strategic report, directors report and committee reports. 
• Carry out a regular review of its own performance. 
• Board membership and other appointments, including the appointment of external 

auditors and of the group's professional advisers and appointments to the boards of 
subsidiary companies. 

• Approving terms of reference and composition board committees. 
• Internal controls and risk management procedures. 
• Remuneration of CEO and senior executives. 

Authorisation levels 

These apply to the approval of contracts, invoices and purchase orders. The board will 
approve any changes to levels for Chairman, CEO/MD Operations & Governance and 
Management Committee. The Management Committee to approve levels for other staff. 

Authoriser Limit 
Board No limit 
Chairman £180,000 

CEO (or MD Operations & £100,000 (and higher if pre-approved 
Governance) by the Board or Chairman) 

Management Committee £50,000 

Direc::tors/Chief Representatives £25,000 
Heads." £10,000 
Others." £5,000 
Exceptions" TBA 

• As Delegated by Management Committee/Directors/Chief Representatives 

London & Partners Delegation of Authority, April 2019 2 
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Appendix 

Terms of reference: Outcomes Board and Corporate Board 

Area Outcomes Board Corporate Board 

Purpose 

Membership 

Chair 

Outcome KPls 

Budget decision 
making 

Makes decisions about how 
London & Partners will achieve 
its outcomes for London: GVA, 
eng¡igement, perceptions and 
income. 

Senior leadership Team 
(e.g. Management Committee, 
Directors and Chief 
Representatives) 

CEO 

• GVA. 
• Engagement and 

perception. 
• Income targets 

including, 
matchNIK/revenue 
against actìvity. 

• Programme spend v 
programme budget. 

• Activity budgets - 
outcomes. 

• Major projects and 
programmes. 

London & Partners Dtoltoyatìon of Authority, April 201\1 

Responsible for ensuring 
London & Partners 
maximises its resources in 
order to deliver its outcomes 
for London. 

Management Committee; 
Director, HR; Director. 
Finance; Director, Strategy & 
Corporate Affairs; Director, 
Strategy & Business 
Excellence; and Head of 
Corporate Communications 
& Public Affairs. 

Managing Director, 
Operations & Governance 

• Sunday Times 100 
Best Companies to 
Work For staff 
survey. 

• Income. 
• Spend v budget. 
• Stakeholder 

satisfaction. 
• Partner satisfaction. 

• Staff cost budget. 
• Corporate major 

project and 
programme cost 
budgets. 

• London & Partners 
Ventures budget. 

• Agree business plan. 

3 
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•• LONDON 
&PARTNERS 

Doc:un.cRef $COOS I oaa.ment T• I Decision Makino at London & Partners 
Qwning Strategv & Plannina I Ehl"'8 Dá I 18-Sep-19 I RNewOale I 1s-Sep-21 

1. Purpose 

This document covers the Decision Making Process at L&P and is intended to make delivering 
projects & programmes easier. The process will provide clarity and agreement upfront which will 
make delivery more straightforward. 

2. Principles for Decision Making 

• If it is not clear who· has the authority to make a decision, clarify that before doing anything 
else. 

• A decision should be made by the most junior person who has the authority to make it. 

• Consideration should be proportionate to the decision. (Consideration includes data, Insights, 
opinions and time spent discussing the decision). 

• li decision should be communicated effectively once it is taken. 

3. What We Do and Why 

All our initiatìves across London & Partners are based on either delivering the right outcomes 
which are set in our annual business plan or enables us to operate as a successful business. 

As part of our annual business planning, or occasionally throughout the year, we identify the 
ongoing activities or major projects required to deliver outcomes and/or operate successfully as ' 
illustrated below. 

A poster featuring all agreed Programmes and Projects is displayed in each of our olf,ces. 

4. Governance 

This diagram shows how our Programmes and Projects are managed and the decision making 
bodies that may discuss them dependent on the stage, financial impact etc.The implementation of 
this formal process will enable programmes and projects to be managed-in a consistent manner 
using standard documentation and with a clear governance process. 
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Activities are defined as a Programme or Project depending on their objective and the timeframe. 
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O...tcomes M11jor Projects ........ 
C'/l'C,LM' 

f~FOl~OJ"O'l.<._...,p .. ,. 
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Corpome Major Projects - ~~.&-tOJl~"- 

• Major project = either: budget > £1 OOk. cross-company and significant Impact on Outcomes. 

All activities are managed at the programme/ projeçt level unless there is a deviation from the 
agreed tolerances. This approach aims to allow us to manage by exception. If activities are on 
track they are empowered to progress. 'On track' simply means that a programme I project is 
wtthin the budget/ time/ resource/ risk/ outcomes tolerance that was agreed in the project plan. 

Each project and programme are reviewed monthly by the Sponsor and the Lead and the status 
is, in most cases, captured in a summary dashboard available to an leads and sponsors. The 
individual project dashboard link in section 5.2 is how the Sponsor makes a call on how to RAG 
flag a project/ programme in the summary dashboard. 
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Deviation from any of the following must be escalated by the Sponsor to the Management 
Committee who will take on a filtering role for the Outcomes Board/ Corporate Board to agree 
what can be addressed quickly versus what needs to be discussed at a relevant Board: 

• Outcomes agreed 
• Budget set 
• Timing - particularly if risk to go live date 
• Resource requirements 
• Material risks 

The purpose and role each Board specifically plays for projects and programmes is shown below: 

D au 1 
•• 1 ; .. ,,. 
Regular 
agenda 
items 
include: 

~ dedslons about how L&P wtl 
adliewe i1s Ou1come largets: GVA, 
e11911g11men1, ~- and Income 
target. 

Programme~ vs programme budget 

~ bodgeb - °'*1111.es ,na;o, 
projects and prog.•1- - 

Programmes & major projec1s allocated 
to Outcomes Board for. 

sign off 
escalation if they exceed agreed 
toleranœ 
for consullalion 
for ~formation 

R 11po. 1Stie for ensuring L&P 
maò, 01 I I it's .esourœ5 in order lo 
daliwlr ils cucomes b London. 

Spend vs budget 

Slaff a,sl budget 
eo,po. .... ,najor project and 
P.Ojji•···· COit budgets 
lPVbudget 

Programmes & major projects 
allocated to CB for: 

sign off 
escalation If they exceed agreed 
tolerance 
for consultation 
for informalion 

5. Process 

This section provide an overview of key information about the Decision Making process. The 
Decision-Making at L&P presentation details the process including budgets and roles & 
responsibilities and must be referred to by all project team members. 
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5.1. Project Stages 

1 PuJ¡O<.l t111!•.1llon 

e e Sponsor 
--LHd 

Project Brief - 
¡¡¡¡ Stetrif'lg 
1·nyn· group . 

~Project Plenlll 
PPlan fink jlJ .- 

J P,u¡ccl uehverv 

JU. ProJoçt 
tttttlt Team 

Projeet 
dash~oard e oe,r,1,o,œ_ '!lt. - - 

> 
4 Project nandovsr 

01 close 

~ Sttorlng wn·,1· group 

Within toler aneo 

5.1.1. Stage 1 - Project Initiation 

• Projects are initiated during annual business planning or proposed during a year. 
• If the project is identified in the business plan but is a new type or activity or not occurring 

annually then it still needs a formal go/no go decision in the Outcomes or Corporate 
Board. 

• The Lead and Sponsor prepares the Proiect Brief. When preparing it, they should consult 
relevant-colleagues to validate the 'why/when/ how & who' for this potential project. They 
sponsor to share the brief with ••r1for a first pass on if lt should be a Major Project. If 
a probable yes, then share the Project Brief at the next Outcomes I Corporate Board for 
go/no go. 

• If there is a requirement for a new system this must be agreed with the Business Systems 
Oversight Group. This is to ensure that we understand the benefits as well as any 
requirements to interface with existing systems and potential impacts of this. Contact the 
Managing Director, Operations & Governance or the Business Excellence Manager for 
support in this area. 

• Following a go'<lecision, this becomes a project and progress to Stage 2. 

5.1.2. Stage 2 - Project Setup 

• Following a 'go' decision, the Sponsor and Lead initiates the set-up; 
• The Lead. supported by the Sponsor. prepares the draft Project Plan which the Steering 

G'roup discuss and the Sponsor approves 
• Identify people for additional roles (agreed with relevant line manager) 
• If there is a requirement for a new system or a requirement lo share data in some format 

please engage the Business Excellence Manager. 
• Convene tst Steering Group meeting which should be a kick off session 
• If the Project Plan is outside of the tolerance agreed in the Project Brier, then it goes back 

to the Outcomes or Corporate Board. 
• If the Project Plan Is within tolerance, then progress to Stage 3. 
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5.1.3. Stage 3 - Project Delivery (including go lìve) 

• The project team delivers against the Project Plan, tracked through the Project 
Dashboard. 

• As long as the project is wìthin agreed tolerance the Steering Group guides delivery of the 
project. 

• If the project exceeds tolerance, it gets escalated to the Outcomes or Corporate Board 
filtered by the Management Committee (first Monday of each month) 

• Once all deliverables and milestones are achieved, the project progress to Stage 4. 

5.1.4. Stage 4 - Project Handover orClose Out 

• Project close down (for example, when a campaign has delivered) or if a project is handed 
over to a directorate to become an ongoing activity (for example. CRM management). 

• A Project Close Out Report must be completed. 
• At this stage, the Steering Group: 

o Validates completion of delivery 
o Ensures benefrts realised 
o Undertakes a wash up to capture learnings 
o Provides feedback to individual project team members 
o Files relevant documentation 
o Reports headline outcomes to Outcomes/Corporate board 

5.2. Project Templates 

• Project Brief 
• Project Plan 
• Project Dashboard 
• Project Close Out Report 

5.3. Roles and Responsibilities 

Every project or programme must have one (and only one) of each of the following roles: 

Sponsor - Accountable to the CEO for the activity achieving ils goals to time and budget. 

Lead - Respon,sible for delivering activity to achieve goals against budget. 
All budgets must have a named budget co-ordinator responsible 'for maintaining the budget 
records - this can be the lead or another team member. 

Larger projects with multiple deliverables could also have: • 

Workstream lèad(s) - Responsible for a specific outcome and/or activity as directed by the 
Lead. The Lead could also be a Workstream lead. 

Optional roles as required: 

Coordinator- Responsible tor coordinating a project, as directed by the Lead. 
Subject matter expert - Consulted as required or responsible for delivering specific tasks 
within a workstream. Decided on a project by project basis if SME role required. 
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The roles above make up the Steering group - Collectively responsible for steering delivery 
and ensuring that a project is within its agreed tolerance (e.g. within budget. not running late, 
no material risk. occurring, resources managed). If a project exceeds tolerance the Sponsor 
escalates to the Outccmes / Corporate Boards via the Management Committee. 

5.4. Budgets and Procurement 

The following documents must be used in conjunction with this procedure and can be 
accessed from the portal: 

QP036 Procurement Policy 

FI012 Procurement Policy Guidance 

5.5. Budgets Types 

There are three types of cost budget at L&P: 

Activity Budgets 
Activity Budgets (used to be called Programme Budgets) are for delivering Programmes and 
Projects. 

They also cover any short-term staff related to delivering the project, e.g. freelancers, temps, 
interns. consultants, contractors not already included in the staff budget at the beginning of the 
year. Sponsors .and Leads can manage these budgets but must also consult with and inform 
HR before hiring contractors. 

Consider budgeting for team recognition activities. 

Platform Budgets 
Platform budgets cover central platform costs Including rent, utilities. service charges, 
technology platforms, licences etc. 

They have individual owners, though the majority are held within Operations and are 
accountable to MD Operations & Governance. 

Staff Budgets 
Staff budgets cover all permanent staff, and some long-term temps and contractors. 

Staff budgets are managed centrally by the Management Committee. Recruitment requests 
must be sent to HR by Friday morning for sign-off by Management Committee weekly, on a 
Monday. 

The following table provides details of who is authorised to approved what expenditure. 
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Oec1s1ons Ma¡or Projects and Programmes 

Total budget approval/increases 

npprcvm of t;;pcnd thresholds and ;my subsequent 
changes 

Aeeountacrc tor nudqct 

Main Board 
Outcomes/COlJ)Ora!e Board 

Main Board 
ManagementCommittee 

Sponsor 

Ccnsuuec for maJor budget oecrssons 

Approval 01 spend w,thm budqet up to spend 
threshold 

Pro¡ect Steering Group where apphcable 

Deteqanon of budget manaqement and speno 
approva¡ to head(~) and.or otherj~) where dppllcdble 

Cross comp.my use of ,1C!1v1ty budg~ts 

lntcrnat1onJI travel cost'> 

äpprcv.tl of expense claim-. and credit cards 

Procurement de-c1s1ons 

S1gn1ng con tr .icts 

Appoint short-term stJ.ff wrttun budget 

Appoint permanent statt, promotions and pay 
changes 

Sponsor/1.ead/Head/Olhec If applicable 

Sponsor and Lead agree in advance and Inform 
finance 

Lead manages tJ¡>-f,ont communicatlon with aJl 
te.ams. Teams to ask Lead If unsure. 

Advance approval Imm MO Markets titen usual 
budget approval within spend threshold 

· Next ITne ma.nager wîth aulhorizalion 

Procuremenl policy must be íollowed by all 

CEOIMO/Olrecto'5 wîth legalltainlng only 

Spon50r and Lead (must rnlorm HRIIT/faci6tíes fn 
advance) 

Mana geme ni Committee 

6. Change History 

This is a new document. 

7. Training Requirements 

Anyone involved in the defining, approval or delivery of a project must read and understand this 
procedure. 

New joiners will be given an overview as part of their formal company induction process. 

8. Appendices 

Appendix 1: Process Flow 
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Appendi.X 1: Process Flow 
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Document Ref QP036 Document Tille Procurement Policy 
Ownin Oe artment Finance Effective Date 20-May-19 Review Date 20-May-21 

1. Background 

London and Partners (L&P) has reviewed its position as being a ·contracting Authority' as part of 
an initiative to increase transparency and accountability, and as such has fully aligned L&P 
procuremenl procedures with the Public Contracts Regulations 2015. 

The Regulations do not apply to our commercial subsidiaries, L&P Ventures and Dot London 
Domains as they do not receive any public funds. However. the procurement processes, as laid 
out in this policy, still apply to the commercial subsidiaries wìth the exception of the Official Journal 
of the European Union (OJEU) regime. This will ensure consistency, transparency and value for 
money. 

As a result, from April 2019 we will publish notifications of tenders issued by L&P over the 
threshold in an OJEU Notice on the Tenders Electronic Daily (TED) website and on the Contracts 
Finder website. Where we advertise contracts below the threshold but over £25,000 (exc VAT) we 
will advertise them on Contracts Finder. 

This policy must be read in conjunction with FI012 Procurement Policy Guidance. 

2. Scope 

The purpose of the Procurement Policy is to set out the principles, policies and procedures on 
which procurement activity within L&P and its subsidiaries will be based. 

This policy governs all procurement activity, irrespective of the source of funds, undertaken by 
L&P. Failure to comply with this policy may be dealt with under L&P disciplinary procedures and, 
in serious cases may be treated as gross misconduct. 

The day to day responsibility for adherence to these procedures rests with the Managing Director, 
Operations & Governance. The ultìmate responsibility rests with the Board who are responsible for 
setting the authorisation limits. 

Whilst this policy is prescriptive in parts, it has not been possible to cover all eventualities. The 
Procurement team will assist colleagues requiring a purchase to be made, to determine the 
appropriate course of action in accordance with the spirit of the policy. 

L&P attaches great importance to controls over procurement and value for money and as such 
any employee breaching them may be liable to disciplinary action. This Polley gives guidance to 
L&P employees involved in the procurement of goods and services to ensure that purchasing, 
related contracts and tendering complies with Public Procurement Regulations and Government 
Transparency Guidelines. 

This Policy details mandatory procurement procedures, expendllure levels at which quotation, 
tender and EU Regulations apply and acts to remind L&P employees that only authorised persons 
may action requisitions within L&P's agreed approvals hierarchy. lt is the role of L&P employees, 
supported by the Procurement Team, to ensure that those procedures relating to procurement are 
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followed. L&P's standard terms and conditions tor the procurement of goods, services or works 
shall be followed unless varied by the agreement of the Procurement Team. 

L&P staff should not depart from the policy without the prior written approval of the MD, 
Operations & Governance. 

3. Procurement 

Procurement Is the acquisition of goods and/or services at the best possible total cost of 
ownership to meet the needs of the purchaser in terms of specification, quality. time and location. 

We will aim to maximise the value for money and ensure L&P adheres to the UK Public Contract 
Regulations 2015 (PCR2015). 

L&P adheres closely to the three principles that underpin public procurement. These are: 
Openness 
Fairness 
Transparency 

These are enshrined in the f'ublic Contracts Regulations 2015 which provide the legislative 
framework and guidance upon which the Procurement Team undertake to delìver L&Ps 
requirements. 

3.1. An Overview of Procurement Routes based on whole contract value 

Table 1 below identifies routes to procure goods and services, for full details and processes 
please refer to Procurement Process Guidance. 

If there is a procurement need for goods, services or works it is important to initially estimate the 
value of this requirement, consider if other areas of the organisation are already ulillsing the same 
or similar services (by contacting the Procurement Team) and establish if this is a one-off or 
recurring requirement. When estimating the value of a contract you must consider its whole life 
and other connected elements as it is the accumulated value that affects which route to 
Procurement applies. Then use the route for Procurement in the table below. 
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Table 1 - Routes To Procurement For Goods And/ Or Services 

Route 1 1to111e2 Route3 R®t.4 
Undlrf.4,tQK Belwffn£5K. £261.( • £181,302 Ovtr 11a,,302 

M•-~ 
lhr ... old Th'fhötd • • 

Staff can undertake to buy Staff can discuss Formal procurement Formal procurement 
direct without recourse lo requirement with process to be process to be followed 
Procurement but should Procurement Team followed. and PCR2015. 
ensure that they can and Staff should obtain Procurement Team Procurement lead by 
confirm their solution a minimum 3 .!!!.!ä! be involved. the Procurement Team 
reflects value for money - competitive quotes 
most effective method using standard Minimum 5 proposals Formal contract to be 
being to obtain competitive templates. if a closed category. established 
quotes. 

Formal contract to be Must be added to the 
Quote must be obtained in established. commitment record 
writing. Minimum 1 quote to Must be added lo the 

Must be added to the be obtained. Requirement commitment record 
commitment record must be added lo Requirements above 

commitment record OJEU threshold 
require a 

Requirements Procurement 
above £25K require lnitlatìon Document 
a Procurement {PIDJ with the 
Initiation Document relevant approvals 
{PIO) with the 
relevant approvals 

3.2. Exemptions - Direct Awards 

As stated above, it is L&P's policy that value for money is best achieved through competitive 
tendering. However, there may be certain very limited circumstances where competitive tenders or 
quotes for goods or services cannot be obtained and/or only one provider is available. These are 
Direct Award instances. 

Acceptable circumstances may include: 
• Sole supplier or contractor (no alternative supplier can supply the goods, services or 

works you require). 
• Proprietary product (the product you require is protected by copyright, patent or licence). 
• Operational urgency (due, for example, to a safety hazard). 
• NOTE: Urgency due to bad planning and time constraints imposed by budget limitations 

are not acceptable reasons for adopting a single source approach. All single source 
requirements must be discussed with the Procurement team prior to making a 
commitment. 
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The rationale and approval must be captured using the Direct Award Form (OAF\. The 
authorisation levels for PIDs is applicable to OAF s. ln circumstances where you are using a OAF a 
PIO is not required. 

4. Compliance 

All procurement conducted by L&P which exceeds the relevant thresholds as noted in the table 
below, must comply with the legal and regulatory framework as set out, as well as L&P policies 
and procedures. 

If there is any conflict or contradiction between EU/ UK legislation and L&P policy and procedures 
then EU / UK legislation will always prevail over L&P policy. 

4.1. Public Contract Regulations 2015 

All spend above the threshold set out in the table below must be advertised via the Official Journal 
of the European Union (OJEU) ~ and Contracts Finder and follow strict processes around 
qualifying potential suppliers, tendering, evaluation and awarding of contracts. including 
mandatory standstill periods. During the standstill period suppliers aro given the opportunity to 
challenge the contracting authority's decision if they judge the procurement process has not met 
the EU criteria in any way. 

OJEU thresholds 

Supply, Services and Works Contracts Social and other 
Design Contracts specific services 

Contracting £181,302 £4,551,413 £615,278 
Authorities €221,000 €5,548,000 €750,000 

• Where spend is expected to be less than the EU procurement thresholds but exceeds £25,000 
(excluding VAT) and the contract opportunity is to be advertised to a "closed category of 
suppliers for example calling off from a framework then there is no requirement to advertise on 
Contracts Finder. If not using a framework a minimum of 5 suppliers must be asked to 
participate in the tender exercise. However, the award of the contract must be published on 
Contracts Finder. 

• Where spend is expected to be less than the EU procurement thresholds but exceeds £25,000 
(excluding VAT) and is not advertised to a .. closed category the contract opportunity is to be 
put Into the public domain to an open-ended class of suppliers. then this should be advertised 
through Contracts Finder, a Govemment backed online opportunity advertising portal and the 
award published on Contracts Finder 

• All award of contracts over £25,000 (excluding VAn will need to be published on Contracts 
Finder regardless of whether procured through a framework or in compliance with this 
procurement policy. 

• All contracts awarded over £150,000 will also be published on the L&P website. 
• Procurements over the OJEU threshold will also be submitted to the L&P Board for approval. 

••opportunity only available to a number of particular economic operators who have been select tor that 
purpose 
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To ascertain the value of a particular contract as to whether it exceeds the thresholds set out, the 
following rules should apply. If there is any doubt. please refer to the Procurement Team for 
advice: 

• The value of the contract is the value of the consideration (price) to be paid under the contract, 
including the cost of any materials. labour, overheads etc., as well as any consideration paid 
by third parties to the contractor. lt is the total amount payable over the life of the contract, not 
the annual value, lt is also recommended that a contingency sum is built in to cover overspend 
and any inflationary increases. 

• The valuation should be made at the time the OJEU notice would be published, had the 
relevant threshold been exceeded. 

• The value of a services or supply contract for an indefinite period, or for a period of more than 
4 years should be calculated as the expected monthly consideration multiplied by 48 a 
contingency sum is built in to cover the overspend and any inflationary increases. 

• The value of a framework agreement should be the value of the goods, services L&P is/are 
likely to purchase under the framework. 

• The value of the contract should include the value of any extension period included in the 
contract. 

Failure to comply with PCR2015 means a supplier not included in the tender process can legally 
challenge the process and/or subsequent contract award. If the legal challenge is successful, the 
contract can be set aside, and the procurement must be run again. The supplier who challenged 
will be eligible to claim damages and we would be exposed to unlimited civil financial penalties as 
well as reputational damage. 

To ensure that procurements are run compliantly the Procurement team must be involved in all 
procurements over £25,000 in line with Table 1 above. 

lt Is essential that all procurements meet the required laws and regulations and we treat all 
participants equally. fairly and in a consistent and transparent way. 

in the event of a challenge to a procurement process or any indication that this may occur, staff 
must contact the Procurement team in the first instance who will develop a response, obtaining 
legal advice where required. 

5. Governance: Roles and Responsibilities 

Governance procedures for procurement run alongside other internal governance procedures, e.g. 
budget settings/ reviews and approval or project approval procedures. The procurement team 
must be engaged at an early stage to be able to inform the other internal governance procedures 
of procurement implications such as costs and time scales when business activity is taking place. 

The table below shows the authorisation levels required for expenditure, however please refer to 
the full authorisation list on SharePoint. Please ensure at the start of the procurement you have all 
the relevant authorisation to proceed. 
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Board 

Chairman 

CEO (or MD Operations & 
Governance) 

Management Committee 
Directors and Chief Reps 
Heads* 

Others* 

Exceptions •· 

No limit 

£180,000 

£100,000 (and higher if pre-approved by the 
Board or chairman) 

£50,000 

£25,000 

£10,000 

£5,000 

TBA 

• As delegated by Sponsors and Leads 

When signing contracts. the relevant '"budget sponsor/ lead/ delegate will sign to confirm they 
have lhe ,iuthnrity to spend the money and that they are satlsñed that tho procurement process 
has provided goods/services that represent VFM. 

•• only those Directors with Legal training or above can sign contracts up to their authorisation 
level 

5.1. Procurement Methodology 

All procurements over £25,000 (excluding VAT) must be overseen by the Procurement Team and 
have a Procurement Initiation Document (PIO) completed and authorised. Please engage the 
Procurement T earn as early as possible to allow them to support you with the approval process 
and provide guidance on procurement route options and risk associate with the procurement. 

Once you have all the appropriate approvals a specification of requirements must be developed 
along with an evaluallon criteria and any other associated documents in readiness to go to market 
via the agreed procurement route that was agreed. If spend is over £25K for the lifetime of the 
contract this would have been agreed at PIO stage. 

The Procurement Team are responsible for reviewing and challenging the specification. They will 
seek to ensure that it contains sufficient information to enable the suppliers to understand the 
requirement and to be able to submit a response that is able to be compared to the other bids, 
while at the same time not over specify the requirement. The Procurement Team are unable to 
advertise any tender opportunities without a fully completed and agreed specification and tender 
documents. 

Tender process templates can be round in the procurement folders. 
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5.2. Procurement Prìnciples 

We promote openness and clarity in our procurement processes by demonstrating: 

• clearly defined contract objectives, requirements or outputs 
• an accessible contact point for the procurement and as much information as tenderers 

reasonably need to respond to the bidding process 
• tender documentation which states the evaluation criteria, suitably weighted in order of 

importance, which will be used lo identify VFM 
• compliant procurement process in following the UK/ EU public contract regulations 2015 

We will ensure all procurements are subject to competition unless there are compelling and 
proportionate reasons to the contrary. Competition remains the best way of achieving value for 
money and also demonstrates transparency and integrity. 

• All financial commitments must be accommodated within the available budget 
• All procurement must be conducted using the appropriate procurement route 
• Purchases must not be divided to avoid the application of thresholds 
• All financial commitments must be authorised in advance by the budget sponsor/lead/delegate 

in line with the appropriate authorisation thresholds 
• All invoices, request for payments and expense claims must be authorised by the person with 

the appropriate authorisation thresholds 
• Where an existing supplier or contractor provides a good level of services. this must never be 

used as a justification for not going out to tender from time to time 

5.3. Risk Management 

Effective risk management is to be embedded within the whole life cycle of each specific 
requirement from inception of procurement strategy and throughout the life cycle including: 

• contract Implementation, 
• peñormance management 
• exit management risks 
• need assessment 
• ongoing management to ensure the best balance of assurance, cost, quality and scope. 

5.4. Document Storage 

SharePoint will be the central repository for all Contracts and contract change notices and they will 
be retained in line with the document retention and Data Protection policies. 

Please ensure that any contracts you have awarded are put into the contracts file and added to 
the contracts register. 

lt is important that the Procurement Team is also provided with copies of any contracts that they 
may not have historically been involved with, so that a central database of contractual 
commitments can be maintained and addressed when due for renewal. 

7 

148 



LONDON 
&PAltTNEltS 

5.5. Contract & Supplier Management 

We value our existing relationships with suppliers and encourage active contract management. 
This is a key element of our overall approach to Contract and Supplier relationship management. 

At the end of the contract the contract management process will feedback into the business 
requirements to start the procurement process again if there is an ongoing requirement. 

The Procurement T earn will work with the business to identify the level of performance or quality 
required through discussion around the specification and then ongoing management required for 
each contract. 

The Procurement T earn will support all strategic and critical supplier relationship and contract 
management activities. 

Where changes are required to the scope of an existing contract or demands increases the value 
of the contract by more than 10% The Procurement Team must be engaged to ensure it remains 
compliant with the original contract and associated process of procurement. Failure to do so may 
lead to challenge. 

5.6. Integrity 

lt is our policy to conduct all our business in an honest and ethical manner. We have a zero 
tolerance to money laundering, bribery or corruption. This includes consultants. brokers, agents 
and all such similar organisations providing a service to L&P. 

ln addition, as part of a tender submission, we have strict guidelines in place in the form of non 
collusion and non-canvassing certificates to confirm whether bidders have contravened the 
procurement process. 

We also have a Gifts & Hospitality Policy which you should make yourself familiar with. 

5.7. Reciprocal Trading 

Reciprocal trading is strictly prohibited. We acknowledge that contracts may be placed with 
suppliers who are also customers. All decisions to award a contract must be taken based purely 
on the commercial morii of each individual contract. 

5.8. Payment Terms and Insurances 

We have standard payment terms that are detailed in L&P terms & conditions. These cannot be 
varied without prior approval from the Dìrector of Finance. 

To uphold fair treatment principles. we will ensure that agreed payment terms are passed down 
the supply chain. 

Our suppliers are legally required to hold a minimum level of insurance. We reserva the right to 
require additional insurance, depending on the level of risk and liability involved. Procurement will 
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work with the business stakeholders to assess the levels of additional insurance required and will 
build this into the specification of requirements when approaching suppliers. 
Consultants must carry a minimum of£ 1 M Professional Indemnity (Pl) insurance cover. 

5.9. The Procurement Process 

Before you embark on a procurement process, please consider if there is already a 
contract in place for the services/goods you require. If you are unsure, please contact the 
Procurement Team for assistance. 

All procurements must be conducted using the appropriate procurement route. Please note the 
financial thresholds exclude VAT. 

Requirements must not be divided into smaller requirements just to avoid the application of 
thresholds. 

ROUTE 1 
(Contracts valued at under £4,999K) 

Where goods and services required are expected to be below £4,999 excluding VAT, the L&P 
employee can source a supplier and determine value for money without recourse to the 
Procurement team. 

Il is strongly recommended that the L&P employee obtain competitive quotes from alternative 
suppliers for transparency and good practice. All quotes obtained must be in writing, 

At all times the employee should consider whether their procurement Is a one off or may be 
duplicated elsewhere wíthin the business. If in any doubt, Route 2 should be followed, and the 
Procurement Team should be contacted to discuss. Must be added to the commitment record. 

There is no requirement to publish requirements on Contracts Fínder or TED 

ROUTEZ 
Quotations (Contracts valued between £5K - £24,999K) 

Where goods and services required are likely to be between £5,000 and £24,999 excluding VAT. 
The employee may source their own quotes using template quotation documentation (a draft 
written bnel detailing your requirements) together with Instructions on how to engage with 
suppliers. As a minimum, it should identify the key re4ui,.,111.,11ts, outputs, consider how the 
responses will be objectively evaluated and Include estimated timescales for the requirement. lt 
should also detail how the contract is to b., 111at1ayed ln terms of Quality, Service, cost and 
Delivery. The details should be discussed with the Procurement team if there is any doubt. All 
contracts Should be sent to the Procurement team and saved ln the contract folder. Must be added 
to the commitment record. 

There is no requirement to publish requirements on Contracts Finder or Tender Electronics Daily) 
TED. 
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ROUTE3 
Competitive tendering - Request for Proposals (RFP) (Contracts valued between £25K - 
£0JEU Threshold) 

PID to be completed. 

To achieve value for money we use a range of methods to procure goods and services. The 
choice of method depends on the type of product or service and its overall value. However, 
competitive tendering is utilised when the value of the goods and services to be purchased 
exceeds £25,000 excluding VAT (but this does not prohibit the exercise happening with contracts 
below this value) lt Is required that a minimum of 5 proposals are sought for requirements in this 
route if lt is a closed category procurement, consider the use of a Framework. The following 
should be included in your RFP: 

• Specification of Requirement (stating the technical, quality and operational requirements). 
• Form of Tender (inc. Pricing Schedule). 
• Instructions to tenderers (Detailing administrative procedures relating to the tender e.g. dates 

and times, method of tender return, evaluation criteria and where tender queries should be 
directed). 

• Model L&P Terms and Conditions (these can be tailored to suit each procurement with input 
from the Procurement team). 

All requirements should be advertised on Contracts finder under route 3 if you are not using a 
framework or closed category. Must be added to the commitment record. 

All awards of contracts under route 3 must be published on Contracts Finder and on the L&P 
website if over £150,000. 

If you have a requirement under Route 3 contact the Procurement Team as soon as you are 
aware that you may have a requirement. All procurements under this Route must be 
managed with the assistance of the Procurement Team using the following documentation: 

PID 

BEE. 
T&Cs 
Evaluation Sheet 

ROUTE4 
EU tendering (Contracts valued over £0JEU threshold) 

The following information is provided as guidance. If you have a requirement under Route 4 
contact the Procurement team as soon as you are aware that you may have a requirement. All 
procurements under this Route must be managed by the Procurement Team. 

Pl D to be completed. 

Where the overall value is lìkely to exceed certain financial thresholds, L&P is required to follow 
procedures laid down in the EU and Public Procurement Regulations. 
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ln some circumstances it may be appropriate to use a Government framework to purchase 
services and goods over the OJEU threshold and this can be discussed with your Procurement 
T earn, this route is legally compliant and can reduce the time to Market. 

The following documents are usually used as part of the process for route 4: 

• Specification of Requirement (stating the technical, quality and operational requirements). 
• Supplier Questionnaire 
• Form of Tender (Inc. Pricing Schedule), 
• Instructions to tenderers (Detailing administrative procedures relating to the tender e.g. dates 

and times, method of tender return. evaluation criteria and where tender queries should be 
directed). 

• Model L&P Terms and Conditions /these can be tailored to suit each procurement with 
assistance from the Procurement team). 

Atl requirements under route 4 must be published on Contracts Finder and TEO unless it was 
competed under a framewori<. All awards must be published on Contracts Finder and TEO unless 
using a framework. ln such cases it only needs to be published on Contracts Finder. All contracts 
in lhis category will be published on the L&P website. Must be added to the commitment record. 

5.10. Venue Booking 

When bocking a venue for an event the following process must be followed. This will ensure that 
we are compliant with PCR2015 but still have the flexibility to book venues as and when needed: 
Contaci minimum 3 potential venues in lhe general location you are looking for a venue asking 
them for a quote based on a number of factors that should include but not limited to: 

• date 
• location 
• capacity 
• accessibility 
• cost 

For bookings that may exceed £24,999 please obtain minimum 5 quotes as per Route 3 and 
publish award on Contracts Finder 

Once you have received your quotes please complete the venue booking evaluation form so that 
you can compare u,., uíferìngs and make a decision based on best tit/ cost for L&P. Copies of the 
quotes and evaluation forms must be retained for audit purposes, 

5.11. Travel & Accomodatìon 

Travel and accommodation expenses are subject to the QP035 Travel & Expenses Policy and as 
such are not subject to the procurement policy. 
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5.12. Purchasing Process 

Both process below must be cornpleted before an order is placed or any work commences. Failure 
to do so may result in non-payment of invoices. 

5.13. New Suppliers 

ln the first instance please check Microsoft Navision (NAV) to ensure the supplier isn't already set 
up and if not complete the new supplier form and follow the new supplier process. 

When you require a new supplier 10 be added to the system to enable you to create a PO you 
must complete the New Supplier Form and submit to Supplierinvoices@londonandpartners.com. 
Consider whether a new supplier is necessary or whether there is an existing contract/ 
supplier already in place. 

5.14. Raising Purchase Orders and Approvals 

Once you have been through the most appropriate procurement process the next step will be to 
raise a purchase order for your requirement. 

Limits for approval of purchase orders and invoice 
1)dyIm,11! (ext: VAT) 

No limit 

£180,000 

£150.000 (and higher if pre-approved by the Board or 
chairman) 

£50,000 

£25,000 

£10,000 

£5,000 

TBA 

• As delegated by Sponsors and Leads 

Only certain individuals will have access to raise a purchase order as approved by the 
management committee. Please direct requests to amend or add users lo the Financial Controller. 

To create a purchase order, log onto Microsoft Dynamics NAV and complete the L&P purchase 
order form. The purchase order is then sent to the relevan! authoriser for approval. A more 
detailed guide on raising a purchase order can be found here. 
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• A Purchase order must be created and authorised before an order is placed with the supplier. 
Any invoice without an authorised PO number quoted on it will not be processed for payment 

• Please also ensure that those responsible for the budget ensure the relevant commitment 
record is updated to Include the order. These records are established by the finance 
department. but it is the responsibility of the budget sponsor/lead/delegate to ensure that they 
are kept up to date. 

5.15. Invoice Authorisation 

When you have placed your order please ensure that the supplier sends the invoice to 
supplierinvolces@londonandpartners.com - this will ensure prompt payment. 

Once an invoice has been received from the supplier, finance will check that the Invoice matches 
the purchase order. If the invoice matches the PO the finance team will send a copy of lhe invoice 
to the buyer to check the invoice. once this is done the buyer will ask the budget sponsor I lead I 
delegate to authorise the Invoice and include the budget code. 

The invoice must then be recorded on the commitment record and passed back to finance for 
payment. If the Invoice does not match the purchase order lhe finance team will discuss the issue 
with the buyer and the invoice will not be paid until the problem Is resolved. 

5.16. Public Services (Social Value) Act 2012 

This Act places a duty on L&P to consider how the services they commission and procure might 
improve the economic. social and environmental well-being within their areas of operation. 

The Act applies to services contracts and framework agreements where services are likely to 
make up the majority of the contract by value. The act does not apply to contracts solely relating to 
goods and work contracts. although there is an expectation that all contracts should consider 
social value. 

Where possible. tenders should include opportunities such as: 

• Creating skills and training opportunities (e.g. apprenticeships or on the job training); 
• Creating employment opportunities for the long-term unemployed or NEET s (those not in 

education, nmployrnant nr training); 
• Offering work placements to school children and young adults; 
• Providing career advice and information for young people on specific careers. such as 

constructlon, architecture or engineering; 
• Offering curriculum support to schools, with contractors sharing knowledge and expertise 

about their discipline; 
• Providing additional opportunities for individuals or groups facing greater social or economic 

barriers. 
• Creating supply chain opportunities for SMEs and social enterprises: 
• Creating opportunities to develop third sector organisations. 

• Improving market diversity; 
• Encouraging community engagement; 
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• Supporting initiatives like targeting hard to reach groups; 
• Making facilities (such as school libraries. leisure facilities or computers) available to targeted 

groups that otherwise would struggle to access such facilities: and 
• Encouraging ethical and fair-trade purchasing 

5.17. Modern Slavery Act 2015 

The act places an obligation on suppliers of goods, works and services to comply with the Modern 
Slavery Act 2015. Any commercial organisation carrying on a business in the UK wíth a total 
annual turnover of £36 Million or more is required to produce a slavery and human trafficking 
statement for each financial year. 

ln order to manage the risk of slavery and human trafficking occurring in our supply chain we have 
a flow down obligation that all sub-contractors comply with the Modern Slavery Act 2015 and have 
a requirement for suppliers to report on steps they have taken to ensure slavery and human 
trafficking is not taking place in its supply chain where applicable. 

5.18. Living Wage Foundation 

L&P is committed to ensuring payment of the Living Wage and we are accredited by the Living 
Wage Foundation. This means where applicable, L&P must ensure that all their contractors pay 
their staff the London Living Wage, otherwise L&P will not be meeting their obligations in respect 
of the accreditation process. 

5.19. Fairness, Inclusion and Respect (Diversity) 

L&P will strive to exceed the requirements of the Equality Act 2010 and meet the General and 
Specific Public Sector Equality Duties, not only where we have a legal responsibility to do so, but 
in all aspects of our work, We will pay 'due regard' to the need to: 

• Eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited 
by the Act. 

• Advance equality of opportunity between people who share a protected characteristic and 
those who do not. 

• Foster good relations between people who share a protected characteristic and those who do 
not. 

Where possible L&P will, 

• be clear about the reasons for incorporating diversity consideratlons into a contract and look at 
the relevanr.fl of liiversity to each contract in ttc own right. Thlo cnaures contracts focus on 
delivering more meaningful outcomes for service users. 

• develop outcome-based contracts that give bidders scope and flexibility to propose innovative 
ways of promoting equality and diversity through the delivery of public services. Actively seek 
new thinking from bidders, to encourage them to apply their experience and expertise to 
suggest new delivery methods. 

• establish the desired outcomes early in the procu,e111,;11t process and communicate these 
outcomes clearly to potential bidders. This helps ensure bidders understand the requirAmAnts 
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or the contract and can determine their capacity to meet these before they commit their 
resources to prepare a bid, 

• be prepared to invest to achieve better outcomes on diversity and equality. Good service 
delivery and achieving value for money is about more than just lowest cost. 

• communicate regularly with contract partners, to develop a genuine partnership approach to 
contract delivery that encourages honest exchange and promotes continuous improvement. 

• include a system of review and evaluation in contracts which enables diversity targets to be 
changed over time in response to changing demographics 

5.20. GDPR 

l&P is required by law to comply with data protection legislation. The UK's regulator for the 
legislation is the Information Commissioner's Office. lt is the commitment of l&P to ensure that all 
current employees and suppliers comply with this Act to ensure the confidentiality of any personal 
data held by l&P and suppliers. in whatever medium. This Act came into force on 25 May 2018. 

The 6 Principles or GDPR are that dala is: 

I. processed lawfully, fairly and in a transparent manner in relation to individuals ('lawfulness, 
fairness and transparency'); 

2. collected for specified, explicit and legitimate purposes and not further processed ln a manner 
that is incompatible with those purposes; further processing for archiving purposes in the 
public interest, scientític or historical research purposes or statistical purposes shall not be 
considered to be incompatible with the initial purposes ('purpose limitation'); 

3. adequate, relevant and limited to what Is necessary in relation to the purposes for which they 
are processed {'data minimisation'); 

4. accurate and, where necessary, kept up to date; every reasonable step must be taken to 
ensure that personal data that are inaccurate, having regard to the purposes for which they 
are processed, are erased or rectified without delay ('accuracy'); 

5. kept in a form which permits Identification of data subjects for no longer than is necessary for 
the purposes for which the personal data are processed; personal data may be stored for 
longer periods insofar as the personal data will be processed solely for archiving purposes in 
the public interest. scientific or historical research purposes or statistical purposes subject to 
implemenlation of the appropriate technical and organisational measures required by the 
GDPR in order to safeguard the rights and freedoms of individuals ('storage limitation'); 

6. processed in a manner that ensures appropriale security of the personal data, including 
protection against unauthorised or unlawful processing and against accidental loss, 
destruction or damage, using appropriate technical or organisational measures ('integrity and 
confidentiality'). 

To manage the risk or GOPR breaches occurring ln our supply chain we have an obligation to 
ensure our relevant suppliers comply with the GOPR 2018 legislation and incorporate appropriate 
questions into the tender and contract documentation. 

For more infonmation on GDPR please contact Business Excellence. 
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6. Change History 

This document has been fundamentally updated as part of a review by L&P to Increase 
transparency and accountability to fully align procurement procedures with the Public Contracts 
Regulations 2015. 

7. Training Requirements 

All staff must be aware or this policy 

8. Appendices 

None 
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Direct Award Form (OAF) 
REQUEST FOR DIRECT AWARD APPROVAL 

Form must be returned to Procurement once all Approvals obtained 
(To be completed for all DAF requirements over £SK, exc VAT) 

Date 23.09.2019 

Business Area/Team tra 
Purchase Order No 
"Do not issue lo suoolier unless form has been aooroved 
Contract/s Reference No 

Procurement Reference No 

Project Title 

Contract Title 

Team and Contact 

Finance Details [Please ensure you use the correct business budget codes) 

Budget Holder 

Budget Code 

Budget Allocated 
•1ncludlna VAT 

Contract Details 

Supplier 

Contract Start Date 

Contract End Date 
Total Contract Cost 
·1ncludina VAT 

Saving / Increase against Budget 

Saving / increase against previous contract: 
(Where applicable) 

Where a schedule of rates % saving/ Increase 
against overall budget 

DA1 Form 
V1: Apr 19 

p390 1 of 4 
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Estimated value increase / decrease 
( Describe in % in multiples of 5%) 

If decreases in value please provide justification 
e.g. quality levels were overprescribed; certain requirements no longer required; quality 
reduced at request of residents. 

Background 

What has led up to the need/requirement 

Align to business objectives? 

Does this requirement align to the business objectives and if so which ones and how 

Selection Details 

Market Testing Undertaken oves 0No 

If Yes - Number of suppliers approached 

If No-WHY? 

Please provide justification for Direct Award: 

OA1 Form 
V1: Apr 19 

page 2 of 4 
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This section must provide information on why you are not able to go to market for this requirement. lt must stand up 
to rigorous scrutiny and be defendable If challenged. 

Procurement Comments 

This section musi be completed by procurement before seeking other approvals 

Approvals to be obtained before award of contract. 

Procurement's approval must be obtained in all circumstances. 

Indicate whích level of authorisation is required 

Total value Authorisation level Signed 
All (1) Procurement Manager 
All (2) Sponsor 
All (3) MD Operations & Governance 
Up to £50,000 Managing Director 
Up to £100,000 CEO or MD Operations & Governance 
Up to £180,000 Chair 
Over£181,000 Board 

Please note these are values of the entire contract life, not per year. 

DA1 Fonr, 
V1: Apr 19 

page 3of4 
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------------------- From: 
Sent: 
To: 
Cc: 
Subje<t: 

13 November 2019 15 00 

FW Cannes Wor k1119 Group PMtner Agreement 

Please see below •• ls going to send you the business case. 

Thanks - 
Tel:-- 
Mob:"ailllliil&ii 

To: 
Cc: 
Subject: RE: Cannes Working Group Partner Agreement 

I cJn confirm that this 11 what we had sel ~s,de for MIBP 

Best, 

• 
From: 
Sent: l 
To: 
Cc: 
Subject: FW: Cannes Working Group Partner Agreement 

ru l 1 :09 

Hi 

As you know- and I are now part of the Cannes Working Group 

As ~art of that we have agreed that London & Partners will not contribute the same fìMncial support-a~ the 
otlier members of the group but wíll support by contributing..,hrch we can use to host an event white in 

-- Cannes. 

-and I would suS3cst ttus is divided Into-rom MIBP and .from Creative Sector budget The other cost for 
us attending will be tickets, flights. accommodation and expenses 
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- is not go,ng to pay for any of the detegates from MIBP that plan to an end Cannes u part of a mission many 
way The only event wc are ccmmittfng to at this point is the one for wh,ch we will use our-budget and we will 
do that with- and host a networking event potenti.ally with a panel. 

I have attached the agreem~nt they would like us to sogn. can you please both confirm th,s ,s ok? 

Thanks - 
Tel· 
Mob 

From: 
Sent: 11 br ary 019 12 28 
To: 
Cc: 
Subject: Cannes Working Group Partner Agreement 

Hi-. 
I hope you Me well Please find attached an agreement for your partnership in the Cannes Working Group. Please 
sign and send this back to me ahead of Wednesday's meeting, 

ff you have any queries. please let-or I know 

I will shortly send over an agenda for the meeting and the minutes of the previous meetings so you e.in get up to 
speed on our activities. 

Many thanks and best regards, - 

l 
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LONDON .......... 

France Cannes Uona MISSION BUSINESS CASE 
Mllf1let: Europe >> Frence >> Canllft 

Oetn: 17 to 21 June 2019 

P.-.l)ered By:- 

O.tall Action Who rnponslble 

Rationale for T rede Cames Lions 19 the lnlemalional Festivel of Creativity is a - Mission global event for those wooong in creative communications, 
adv81'1ì$ing, and related fields. li is considered the largest 
galhering of the advertising and ctUtive communications 
industry. 

ln 2019, the Oepattment fo, lntematlonal Trade, IPA, 
Advettising Association and many mo,e ate getting togelhet 
to make this the largest ewnt of the year, especially with the 
uneet1ainty around Braxil 

This mission wìH be two-fold; one part will highlìg tlt and help 
the FOI team and the second is to take a Cniative Mi&$ÍOn . 

Throughout Caooes Lions there wil be key stakeholders and 
industry experts which wiff give Creative Companies • 
fantastic opportunity to meet the Qlobal leaders al in one 
placa. London & Partners ~I look to pemaps <»host a 

,._,,.. ...... 
l'IAYOt Of L0NOON 

IJmQ Benoy k* (-JJ , - -- -- 
- O> en 
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LONDON .. , ..... -~ 
small event wi1h OIT, ,nt/Oduœ the necessary corpo,-les IO 
OUI compantes and look for some speaking opportunities. 

This ,s en opportunily lo collaborale Wllh key stakahoklers to 
showcase London as the global centre for creatnlity. The in 
markel. FOI and Head of Cteative are all very supportrve of 
Iha opportunilies and outcomes we can gain by jointly 
collaborahng and to access the global matkel attending 
Cannes Lions. Each year Cannes Lions attraclS over 35,000 
people, from over 90 çountries, as Creative Is one of London 
& Partners core sectors ,n a key market 11 is essential for 
LondOn & Partners to be o part of this. 

Companies in eohOrt 
interested ,n !his 
market/city 

This missíon would be relevant IO the Creative lnduslries. 
who are already al!ending Cannes or loolung IO unde<Stand 
more about Cannes Lions 

- 
MIBPlead - 
Team members 
s..,pporting 

High Profile lead 
¡Mayor, Deputy Mayor. 
Entrepreneur. ve. 

The steenng group whieh consists of an the UK funders have 
requeslOd for the Mayor to pemap,s attend one or tw0 e.,..,ts 
at Canne.. dunng the week. A key note apeaklng slot within 

ti,1, ... 11, ... 
MAYOll Of I.ONDON 

lBDO Benoy K* (-JI ·- -- -·- 
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LONDON ·-- 
business leader) the Palais/ main stage is a strong possibility, but they would 

also look to inYOlve h,m in a meeting with delegalìons lrom 
other countries as wett as build him into their owrall PR & 
comms campaign about the London being open lor busíness 
post-Brexit They are happy to develop a formal invitation. 

MIBP delìve,y partner None 

Oates 17 to 21 June 2019 

OIT/Partner conlacts I-- 
Pre-mis5Ìon workshop An overview of how to make the best out of Cames Lions 

and branding ltlrough a short WOl1<shop comi)¡ned in the pr&- 
mission bnefing. 

Ou!reach IO COhort Direct oull'each lrom- nelW0111 and through MIBP 
channels too. Inclusion in bolh newsletter and e-.ls pages. 

Markedng collateral Digital content and social media throughOut the -k and in 
the build up to Ille mission. A mission brochure wîtf also be 
created for in mall<et. 

Media pat1ner 

Key content for Meetings with hígh profile individuals globally. potentially 

........... 
HAYOtOflONOON 

l!!QQ Benoy KAWbJ 'li 
,. , __ 
i •• =-""= 
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--------------- 
From: 
Sent: 
To: 
Cc: 
Subject: 

13 November 2019 15:01 

FW:Cannes 

Hl 

And here the approval from 

Thanks - 
To: 
Subject Cannes 

Hi - I followed up with-and the summary is: 

- ev1,'11 if wc pay for the sponsorship this FY the event is in June 201 () so needs to be in the commitment 
record for next FY so it will be out of next year's budget. 

I am still happy to approve. 

Thanks 

- 
·- 8th Floor 
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2 More London Ri,ers•J11 
l0<1don SE I 2RR 

We ara rankod among the Sunday Timea Top 100 Beat Not-lor-Profil Orgonlsatlon1 to work for 

lon<Son a P1w,.,., 111he M•ycH of Lond<>o·, ottlcl1I promouon•I «>mp-111,, .tfttJctmg overu.-• ou•tntut-"I, eventi, co.19rHHI 
slud4lnll Jnd •l.1ltotS to London -.nd heJpmg London bU-.,,,. .... go ok>l>Af 
~,\P.w,•,lllf., .... 

r,,,,HIIJti ... 1""''-'l'ni&Oo"·l 'IIM,IIIU•• """""''"' ... ,,.,.,, loft 111Cu11,.Mf ..... I ,,, .... >J,h ,a~')' t,•1't1 ..... ,-.1'.-1•~j,..... ....,..,tllNoll.,_,;t,I' 
"'-f..-...:J 7'1>1Ñ~-V."ff• :,r•J,1-J ,tll'\,'1., ... , fo-,,..,.,.~ :0.1~ _..,. •, W...,_flfllll'-ll+<J'•Y!,,..,,.,•11• ... r~ .... 'lQll' I)"..,.., t:~ ........... ,,.. .. ,.,..,,,¡~•,,i, 
,,_. ll'Mt I.JI.e... ......... ,,,_.,., r,11t.'-P106> ~ , ...... ,...!WI, .. ~n,· ...--., I "''l'Y?' Pivl••I _, <11',f'll l!ll),,..,...,,.,,,c~,r, 10,,,1y-'1«:l~(A' Gd """"'""'f~-.-- 
,¡ •• u, ..... IJllOf•lt< ...,11, " ....... w .• ,, .. .,,, .,...,, ,·. "'""#lltrlll. :/I'll •"41, pNw ,~- ~- .... , ...... 'I\- ~~!j'.(I., ~"' ~nt'..J 
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_i.,.. _ 
from: 
Sent: 
To: 
Cc: 
Subject: 
Attachments: 

FW: L&P Partnership 
The Meetings Show 2019 Proposal - Host City Partnership.pdf; The Meetings Show 
Floorplan • London Village pdf 

Hl- - and here is The Meeting Show trail with proposal 
Best, • 
From: 
Sent: 7 
To: 
Subject: RE: L&P Partnership 

> 

Great, yes I've just emailed her everything over, thanks for passing onl 

I have put together the attached proposal based on the same value as last year. On top of this we will be looking to 
offer PR and Social media support as much as we can throughout the year, workina with L&P to help promote key 
lnltlallves/tvents that you are running. 

I would also like to set an Interview with you up in the next couple of months to be hosted on our site and sent out 
ln the newsletter (something similar to- ln l!ilil to start to get the message across about the future of London 
etc. 

Let me know your thoughts, • 
To: 
Subject: RE: L&P Partnership H,. 
Yes I would outhne them as. 

> 

• Platform to talk about the future of London - strong new Infrastructure developments, product openings. 
neighbourhood experiences. as well as growth in leading business sectors such as tech and hfe sciences to 
attract conferences and events 

• Generate business leads for London - strong diary of appo;ntments 
• Provide strong London presence and activation wllh the "London Wlage• for Members to secure good 

appointments and additional stand trame 

Spoke to BMA today-so expect a call. Hopefully w,11 get a few more ln. Budgets are still pending (should be 
next week) but I wou~rvatlva first up with London VIiiage branding/ reception desk / 1 x diary/ educational 
sponsorship / pre show markeUng/PR etc. 

Cheers 
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6th Flou, 
2 Mora Lon<lon RM~s,ctc 
t.oocoo SE: 2RR 

nt1p_/lconv~nllôf\bur11;1u <>n<!l!.n 

Follo,. IIL1>11do11lsOpe11 

We are ranked among the Sunday TimH Top 100 Bett Not-for-Prom Organisation, to work for 

l••~...,' ~l......, .. ~ ... ('VIW!d--, I'll'..,_.,.,,,.~ 1Jl•·;IMJO -..,,.u .. t ~If R{¡,(., IM<•• 5,Gl'li1' III' ~"•• ~~.st, JRM ,,....~....,"'-11•'nr"""""""t ~--t.11,..,......, "'°""'"",..;~r11a .. ,...,.._.,:,,-.,M,oatr; .. ••·~ ~...,-.-,,r,i.utiiN-,1~,0"'••••'1a 
., <f.lo)'•"l"'#'/tJl...,,0,1 ..... '94,,. .... ,.,.al L~ &~~J ~~1'•,."lu1-.bok .,,41Ct' • ttut-..:.-....,- •~- .. RDI' UP'º••' f.,_,.,._.,~, f't"WII _,., !tie' 
H' 4Jli#W ,(,_~ ,'hlJ .. •1••• .. ••wJ -"-"'4,.,,..lll'll"'-tNd~ ....... ! .... , fl''\'Q• .-p,J .... •.....,,lli&rN)'h•'ff""l"'-f .... ,.._,.,_..,~tl~O,.._wr 
.,,"""""""• l' .W::-lrrwû''"'"'.,_ r/,,....,... ....... f.,.., l'~i\olll·--- r,f,¡,¡~ ,,, .,. ,·p:n:, lit•,,.,..,,,,~~ l''1!f:b.!..11.:f•~ 

To: 
Subfect: RE: l&P Partnership 

Aright. just a quick question about L&P~ ob¡ectlves over the next 12/24 months. if you were to distil them into 3 or 
so main ones, what would they be' 

From what we were talking about, I came up with the following but just wanted 10 check I was on the right path. 

l Focus on/showcase the future of London as a major Miff destlnanon (rducation led) 
2. Win both national and international association buç1ness 
3 Support l&P members in targeung UK and European MICE Bus,ness 

Subject: RE. l&P Pa,tnership 

I 
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i-º hear thai - no worries al all lake your time 

From: 
Sent: OS February 2019 08:51 
To: 
Subject: RE: L&P Partnership 

Alright, good weekend? 

I will set an Initial proposal over this evening, had a bit of a nightmare end to lhe week and weekend so haven't sot 
around to getins verything together yet 

To: 
Sub ct: R£: l&P Partnership 

Good lo see you too. I've gone back to- and 
so watch this apace). 

Cheers 

ao IOOk out for those ( and asked If i oan Intro you 

• 
To: 
Subject: RE: l&P Partnership 

Good to see you and cheers for the coffee i 

Will get working on a proposal and get it over asap. 

I I I 

I 
174 



From: 
Sent: 31 January 2019 14:22 
To: 

Leis hit café Rouge 

Yeah that's perfect, which café? 

, •. 

Male leis mee1 offs,te Hays gallery any good ln between Tube and our office? 

We are just working on this, will make sure I have an update on Thursday! 

I•• I•• 
From: 
Sent: 

175 



To: 
Subject: RE: l&P Partnership 

Great thanks- And this may be too early bui Is there an lnd1callon on what content areas Will be covered ln the 
conference? 

Cheers 

I 

To: 
Subject: l&P Partnership 

Good to chat. I've attached a summary of last years partnership as well as the 2019 sponsorship brochure. 

We amended the partnership last year to not include the welcome reception after- departure. 

Currently, L&P have first refusal on the headline sponsorship and-. On thursday, lt would be good to 
understand what the key objectives are now so I can come up with some suggestions on how the show can help 
meet them. As L&P are a key partner we can put something quite bespoke together which was the idea of the 'Host 
City Partnership' but I understand that obJectives have likely changed since we pur this together. 

Let me know if anything else would be helpful at this stage, otherwise, I'll see you Thursday! 

Kindest, 

• 
·- 
'.lob 

I 
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Th,s email is from Registered in England & Wales 
-The email and anv attachments arc confidential and may contain provlleged information, and Me 
~he named addresseeh) only. If you are not the Intended recipient, please r,otify u< immPdiately and 
do not disclose, distribute, or retain this email or any part ol it. While we have checked this email and any 
attachments for viruses, we do not warrant that it is virus-free You must therefore take lull responsibility lor virus 
checking. and its sub,ld,anes. reserve the right to monitor all email communications through 
thPir networks ln line with the Lawful Business Practice Regulations, 2000. 

This email is from Registered in England & W~les 
- The e mat an any auac ments are confìdential and may contain privileged lníorma11on, and are 
~the named addressee(s) only. If you are not the Intended recipient, please notify us immediately and 
do not disclose, distribute, or retain this email or any part ol it White we have checked this email and any 
attachments for viruses, we do not warrant that lt 1s virus-free. You must therefore take íull responsibility for virus 
checking -and Its subsidianes, reserve the right to monitor all email comrnurucauons through 
their netw~e Lawful Business Practice Rcgulat,ons, 2000. 

Th15 email 1s from Registered"' England & Wale, 
- The ema1 an any attachments are confìdenUal and may contain pnv1l~gPrl 1nform,1tlon. and are 
~the named addresseets] only If you are not the Intended recipient, please notify us 1mmed1a1ely and 
do not disclose distribute, or , .. tain this ema,I or any pdft ol it While we have checked th,s email and any 
attachments for viruses. we do not warrant that it ,s viru\ free Vou must therefore take full re,p0Mib1hty for voru\ 
checking --and •l< subs1d1anes. re\erve the 11ght to mommr all ~ma,! commurucanons through 
thetr netw~e lawful Business Praellce Regulations. 2000 

rh,s ema,I 1s from Registe reef 1n fngland & Wales 
- The ema, an any attachments are confidential and may contain prov,leged lrlfnrmation. and are 
~ the named addressee{s) only li you are not the Intended recipient, ptease notify us 1mmed1atelv and 
do not disclose. distribute. or retain this email or any part ol 1t Whole we have checked this email and any 
attachments lor viruses. we do not warrant that II is virus free You must therefore take full rcspons1bihty for virus 
cbeckmg and Ils subsid1aru:,s, reserve the roghi to monitor all e,na,I communications through 
their networks in line with the Lawful Busoness Pratllce Regulations. 2000 

6 
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This ~mail is r,un, . Registered ln England & Wales 
- The email and anv attachments are confidential and may contain privileged lníormatlon, and are 
Intended for the named addressee(s) only. ir vau are not the Intended recipient, please notify us immediately and 
do not disclose, distribute, or retain this email or any part of it. While we have checked this email and any 
attachments ror viruses, we do not warrant that it is virus-free. Vou must therefore take íull responsibility for virus 
checking. and its subsidiaries, reserve the rlsht to monitor all email communications through 
their networks in lin he lawful Business Practice Re uiations 2000. 
This email is from Registered in England & Wales 
No.- The email and any attachments are confidential and may contain privileged Information, and are 
intended for the named addressee(s) only. if vau are not the Intended recipient, please notify us immediately and 
do not disclose, distribute, or retain this email or any part of it. While we have checked this email and any 
attachments for viruses, we do not warrant that it Is virus-free. You must therefore take full responsibility for virus 
checking. and its subsidiaries, reserve the right to monitor all email communications through 
their networks in in e lawful Business Practice Regulations, 2000. 
This email Is from Registered ln England & Wales 
No.- The email and any attachments are confidential and may contain privileged information, and are 
internieii'i'or' the named addressee(s) only. If vau are not the intended recipient, please notify us Immediately and 
do not disclose, dìstrlbute, or retain thls email or any ~rt or it. While we have checked this email and any 
attachments for viruses, we do not warrant that it Is virus-free. You must therefore take full responsibility for virus 
checkln1. and Its subsidiarles, reserve the right to monitor all email communications through 
their networks ln line with the lawful Busin'Ss Practice Rtgulations, 2000. 
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The Meetings Show 2019 Partnership 
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THE 
ME~GS 
SHUW 

LONDON 
COOj'WINTIOH IUH.t.U 

Summary 

From the meetings and conversations that London & Partners (l&P) and The Meetings Show (TMS) h<1ve had, TMS 
has put together the following proposal tor the partnerc;hlp ,noving forward into 2019. îh1s is based on the 
pa1tnershlp from 2018 but looks to improve on some of the: areas to align them clo~cr w,th the current L&P 
objectives 

London & Partners objectives 

ralk about the future of london - strong new infrastructure developments, product openings, 
neighbourhood expetiences, as well a< growth ln leading business sectors such as tech and life 
scteoces to attract conferences and events 
Generate business lcJds to, London 
Provide strong London presence and activation for members to secure good appointmcmts and 
additional stand traffic 

The Meetings Show Suitability- Key Insights from 2018 

H01ted8uyers 906 Up301HOY 
Visitor Buyers 1,158 Up 6%YOY 
Unique Attend- 4,S72 UpS%YOY 
Pre-Scheduled Appo1n1mcnts 10,846 Up 10%YOY 
Average PSA per El<hlbltor 17 Up 38'6 VOY 
TMS Pre-Show Conference 3S1 Up34S%YOY 
Hosted euver Wetcome RP.ception 410 Up206'l4YOY 

(59% UK I 41% lntèrnaUonal) 
(97'll UK I l'll International) 

(292 Buyers) 
f3S1 8uye1s) 

-ve-rage annual hosted buyer budget fot meetings and evems 

Our reach to the UK Inbound MICE Market 
· The hosted buyer team are in regular contact with high fevel MICE buyers from across all U1e UK and Europe. 
ThP, Meetings: Show invests in dehvering these buyers into the UK and pla,u to Increase investment ln 2019 for key 
tdrgets, namely Germany, France and the USA. 

Meet Your Target Audience 
TMS is: centred arovnc.J the honoo buver programme that proactively brings national and international MICE buyer~ 
to thf' London exh1biHon. london has consiSU!ntly come out as the ltl city cur buyers are mteresteo in bnngmg the., 
MICE bu$iness to (90% er buyers indica1ed this in 1018). 

Oe/Iver on london & Partners objectives 

A l&P and TMS partnership presents vnique opportunlly with a tradeshow that 1s proactively bring,ng MICE l>uver:, 
into the capital city. 

· The extensive educaûon programme will give l&P a clatlorm 10 talk about the future of London whilst 
pos,rionlng/cementlng the city as a thought Jeader within the indusuv 

• With 90% of buyers expressing an interest in London. TMS has a ldrge pool of eng.Jged buyers to target 
Partnership with the TMS wm illustrate support for members by p,ollldlng a CO'iC·eHect1've platform to meet with 
pre.qualified MICE buyer~ unúcr a ldrKe sule London presence 
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Our Recommendation 

Thi,¡ e>tclvs1ve opportunity centres around being the ofttc,al Host C,tv pilttntr at rtw Meeti11gs Show 2019 and lnclurtes 
venous opportun•ttes in lhe lead up, dorine and ?Oit show that cllk>w l&P'i cbiecnvev to be met. 

The breakdown of this is as below; 

Official Host City Partnership Status ~ - 

l&P logo and URl to be listod on the homepage of TMS website as 01,.1r offte.ial 'Host City' 
Ll<.P to be hsted ln show preview. show guidi? as 0Hic1al host city 

Welcom~ lettP.t ftom l&P to be ,nel ud ed in officlal show golde 
l&P brMd1ng to be included on all ans/te slgnage where pctrtners ulCluded 

l&P 10 rece-ve socíatmcdia support from fMS in recognition of olfici,11 'Host Ci1y' status from the time of agreement 
until the show 

Focus on L&P in TMS monthly newsletter to announce 'Host City' partnership S(ory to be hof,tCd on IMS webs.ne 
and promoted through social media ch<1nnel. 

Opportunity to ahgn show hosted buyer recruitment with t&P target markers 

Pre-Show Conference Headline Portner -- 

All promotlona! matenal for th*! Pre~Show Conference wlll be co-branded with L&P toso lnclvdina the w~bs,le. digital 
bro<hure, P<lnt brochure and promottonal emails 
Ooubte page sptead m the print brochure to be used as either advertorial of ed•tortal feature 

Dedicated page on TMS website within the Pte-Show Conferl!nc~ Pil&es, introducing t.&P as the headline sponsor 
with space fo, video l'mbed and 4 líok back to l&P websJte 

All sociat m1..-<lia promotion of the Pre-show conférence to mention headline sponsor with handle/fink included 
where relevant [Twitter. Unkadln, sacebcce, lnstagram) 

Alf s!gnage to be co-branded with l&P logo including introductory slides throughoul che day 
4 x t,ckeu. to the P,e Show Confernnçe 
11 x tickets to the Hos1ed Buyer Welcome Reception 

Speaking opportunity at the Pre -Show Con for enc e .ahecid of the main plenary sees.un to all delegates an~nd1ng 
Oppartun1tv to have L&P btanded desk in breakout area at P-re Show Conference 

London & Partners London Vllfoge with l&P Diary - 

l&P branded London Village providing paflner memb~s cosi effectivP ptatform to exh•blt at TMS 
Commercial aspect handled by TMS 

L&V area for meP.tings w,th hosted buyer diary, online profile 4lnô sl-iow guide entry 
Space for 20 partners with L&P members receiving a t.hscoun1cd ram to exhibit 

Dedicated London VIiiage email s~nt our to visitors prior to exhibition tletà1ling l&P partnrrs on the London Village 
01g1tal S1gnagc (Giant !Tabs) located 011 stand with l&P cont Ml 

Total lnve~tment ~ 
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Summary 

From che meeting, and conversations chai tondon & Partners (t&P) and The Mee1,ngs Show (TMS) have had, TMS 
h,1~ put together the following proposal for the pannership moving forward into 2019 This is based on the 
partnership from 2018 but ,ooks to improve on some of the areas to align them clo~er with the ccrrënr l&P 
objectlves 

London & Partners objectives 

falk about che future of London - strong new Infrastructure developments, product openings, 
neighbourhood experiences, as well as growth ln leading busmess sectors such as tech and lile 
sciences to attract conferences and events 
Generilte busmess leads for London 
Provide strong London presence and activation for members to secure good appointments ;ind 
addi!tönal stand traffic 

The Meetings Show Sullabllily - Key Insights from 2018 

Hosted Buyers 906 VP 30ltYOV 
V,sito, Buyers 1,158 Up6%YOY 
Unique iltttndees 4,572 Vp S" YOY 
Pre-Scheduled Appolntmen1 s 10,846 Up 10% VOY 
ilverage PSA P"' Exhlb110, 17 Up 3S" YOY 
TMS Pre·Show Conference 351 Up34S"VOY 
Hosted auver Welcome lll!<,ption 410 Up 206"YOY 

1S9!1. VK I 4l% Inwnatlonall 
(97% VK I 3" International) 

{292 Buvors) 
1351 Boyers) 

-verage annual hosted buyer budget for meetings and events 

Our reoch to the UK Inbound MICE Morket 
The hosred buyer team arc 1n regular contact with high level MICE buye~ r,om across all the UK and Europe. 
The Meetings Show Invests in delivering the~e buyers into the Uk and plar1s to increase investmMt in 2019 for 'cey 
targets, namely Getman y, France and the USA. 

Meet Your Target Audience 
TMS is centred a,ound the hosted buyer programme that proc)(tively brings nation¡il and t,lternatíonat MICE buyer~ 
to the London e){hibtoon. london has consistently come out as the nt city our buyers are interested in bringing thtJlr 
MICE busmess to (90% ol buyers ;ndicated chis in 2018). 

Del/ver on London & Parlneu ob/actives 

A l&P and TMS partnership prese11ts unique oppo1tunity with ,1 tradeshow that Is p,oac1lvely bringing MICE buyers 
into the capuat city 

• Yhe extensive education programme will give l&P a platform to talk ebout the ruture of London whilst 
positioning/cementing the city as a thought leader within the industry 

· With 90" of buyers eitpressing an interest "' London, TMS has a large pool of engaged buyers to target. 
Partnership with lhe TMS wílf 1llusttate support for members by providing a con·effec\Jve platform to meet with 
pre qualified MIC£ buyorç under it fdrgcMc.ttc London presence 
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Our Recommendation 

Thi'> exeloslve upportunìty centres ~,o und being the offit,al Host C11v panner al Ihe Meetu1gs Show 2019 and Includes 
various opporhmilies Ill the lead uµ, du,ing and post show that allow L&l''s ob¡ec:uve\ to ee met 

The breakdown of {his i\ as bP.'°w: 

Official Host City Partnership Status~ - 

l&P logo and UR.l l'o be listed on the homepage of TMS w~bs,te as our oíficial . .,lost City' 
l&P to bé listed in show prtview, show suide as official host city 
Welcome letter from l&P to be included m offlc,al show g11lde 
l&P branding to be included on all OllSite s,gnagc where nanners mctuded 

L&P 10 receive sodai media support from TMS in recognition of of lici JI 'Ho~t Cil y' status from the time of agreement 
until thl" show 
Focos on L&f' m TMS monthly newsletter to announce 'Hosl Citv' p;¡rtnership Story to be hosted on TMS website 
and promoted through social me<fü1 channel. 
0'-1,X,fHHUlV to align show h01ted buyer recruitment with l&P target markets 

Pre-Show Conference Headline Portner -- 

All promouonal matett.al tor the Pre·Show Conference ,.,,,¡n be co-branded with L&P logo including (he websue, d1sital 
brochure, print brochure and ptOmotiooal emails 

Double page Spread 1,-. the prh,t brochure to bP used as eäher advertorial of edltorial feature 
Dedicated page on TMS website withlrl the Pce·Show Confarence pages. Introducing L&P as the headline sponsor 
with scace for video ombed anô fl link back to l&P website 

All social media promotion of the Pre-show conference to mention headllne sponsor with handle/link included 
where relevèmt (Twitter, Unkedln. facebook, 1ns1agr.1m) 

All s!gnage to be co bt:inded wilh l&P logo inr.tudìng mtroductorv sudes throughout rhe day 
4 x tickets to !he P,e~Show Conference 
4 x tickets to the HOited Buyer Welcome Reception 

Sf)eaklng opportunity ar the Pre-Show Cooforence ahead of the mam plenary session to all dt"r.garns attending 
Opportunity to have- l&P bf anded desk in breakout area at Pre-Show Conference 

London & Partners London VIiiage with L&P Diary - 

l&P branded London Village pr-0v1d10ß nartnpr memben cost eñecttve platform to exhibit at TMS 
Commerctal aspect handled bv TMS 
LSP area for meeting:. wtth h1HtNI buyer d,~ry, online profílr.- and show guìd<' entry 

Space for 20 partners wrth l&P members receiving a d,scountcd ram to exhibit 
Dedicated london Vîllaae emall senr out to visitors prlor to exhlbltiot1 dt'.!tdiling t&P partners on the London VIiiage 
01gitaf Sisnuge (Gr.ant iT;1bs) located on stand with l&P conient 

TOl:ll tovesiment 
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Appendix I -811yer dernographlC from 2018 

8UI( 1.a9'!-. 

•eetg;ym 2"' 

aEvcot MJi14lg·ement A¡!"'nçy J4'4 
avenue finding CQ-n,pJny IS1' 
aco,pc,ute 11,- 
•01her 60! 

aAt\ocf,t10n 14 ~ 
•ncent1ve HO\o~ 13" 
• Ch,mry/Non '"' p1ol1t/Govemm,n.t Org,Jn1\,1llOn e;,s 

Visitor Ouvers· 

•Agency Jo,¡ 
•other ,.,, 
.A\SOCYUOn 1°'6 
e11"1cf?ntive HOU\.e· 2'- 

•corpar.au! 24'1. 
Charity/Not for profit/ Govi:tnmf'nl Orgc.1111\,it,an· I 1" 

avtoue F1n1hng Age!lcy 9"' 

THE 
MEplt(GS 
SHUW - - 
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Appendix 2 - o,i1t>I/Soclal Med•• •udie11ce 

Website 

Avern¡¡c monthly users I 2,3 ll 

Average monthly weosue pct¡t• views 94,112 

Average dwell ume 3 46 01101 

Socl•I Media: 

Tw,tter 9,176 followers 

lonkedon 3,520 followers 

Facebook 1,596 followe,, 

lnstagram. 1,134 followe,s 

YouTube. 40,231 chan,H!I v1.ews 

Appendix 3 - Headhne P.xh1b11or offer 

900 1000 hosted buye" 
33% lnternatlonal 
70" UK 

Nctworklog OPPOrtumtles -Welcome re<:epckm / TMS ptU1nttrsh1p e-vt!nts 
• H1ghe< number of pre·~cheduled ipPQlntmenu bookttd 

Increased visitor buvtrs 
• lnvestmtnl ln HB re~m from the wider Travel dnd Mt-etma~ portfolio within û•nraur w11h a \pr.c1f1c torn, on 

mdlvldual H8 delegale recru1tmf'nt 
• lnve",nent ln i.1isitur rnarkNll'g, specifically for secondarv buyer~ 
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Appendix 4 - 20H) (vent Summary/ Outlme Hosted 8uyef offot 

Build up Monday 2~'' & Tue,cay 15" 
Pre ~how coriferenœ fuoc;diy 2s•• 
Open davs .. Wednc\d,ly 26'" & íhursd;1y 'JY'' 
Breakdown Ft1dav 18' 

Hò'ited 8uyet Propcaed tt1nt,r ary 

Saturday - Monday 
Pre ev~nl fam trip\ 

• rue,stlJy 2\1" Jun~ 

pre·show muir! \tream ícorporates. ager'lcy ,:tnd assoc,¡ttion) contc.re1\Ce 
Anractlng l\0- 300 H8s 
Opt,ous for cwh1buors to attend al sponc;orc; 
Stans 11.30am to attow honed buyers enough lime to aulvP 
Keynote spea~er .1nd pfena,v to, ~u Pre-lunch/ stre,med sess,oris pö<t 

Welcome reception fo, circa 500 people wJth l1mll,.d Pwh,bltor places availablfl' 
• Wednesday '6'"' Junt' 

Show 

: TMS le~d i,artner\hJp f"vPn1 hhlhuor and GC, l~d events ac; pe, orrvtous editions 
• Thursday 2?t11 Jutie 

Show 

Momf or fam H,ps (no HO uav~I honked prior to showclo\ing) 
• F11d.ay - Sun 

J>o~t event tarn trips 

RoL.,tlons 

Rotatloo I Circ, 3S0 

3 da';'J l6 appoimments 

• acco,·nmodation Tuesday & W<"drt«:lsda·, night 
• loternat,onaf ilnt.t lortg-distance UK 

Rolatton 2 circ.i lSO 
• 2 davi 12 uppolntmeni, (tbc) 
• Wodnesday night onlv 

Rotation l c.irca 300 

• I Day v,sitors londof\ and SE G app01nttne,nts 
• rravel Oflly 

• c,,cc1 L 1..,500 - 12,000 ba!ied on 8 appo,mmerns pe, day 
350 ,otatoon I - 5,600 appt 

·- JS,O fOl1lllOn 2 day t.• 4,200 ~ppt 
100 rotation 3 1,800 

THE 
MEPJl(GS 
SHUW ·--- 
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LONDON 
&PARTNERS 

3Procurement lnitíatìon Document (PIO) 
Tu tw. co01µlt'lh·1tJ fur .111 u.:qu1remonl~ uvur C25K 

1. Background & Current Situatìon 

As part of the on-going convention bureau strategy we exhibit at ma¡or MJCE (meetings, mcenuves, 
conferencing and exhibitions) Industry trade sbows worldwide The ma¡or costs or exh1b1ting at the 
trade show include the cosi or ttwi floor spacelpa<11c1pation and of the exh1b1t,on stand design and 
build 

We have had a three-year contract with a stand contractor. Open Exhibitions. who design. 
build and install our stand at our European & US shows. This contract will conclude at the 
end of December 2020, bui we still need approval for yearly costs of stand usage and floor 
space. 

~---------------- - ---- ----~ - ----- 
2. Requirement 

London & Partoers will be exhibiting at four trade shows In 2019120 as outlined in the current 
business plan For each trade show. the large costs involved are the show floor space and the stand 
design and build. 
Floor space Is purchased from the show orgamsers as per below 

• IMEX Frankfurt - Regent Exhibitions 
• IMEX America - Regent Exhibitions (IMEX America) 
• I8TM. Barcelona - Reed Exhibitions 
• The Meetings Show - Centauri M&f 

The cosi of the show noor space includes ail pre-show marketing, show organisa11on. pubhc11y and 
access 10 the hosted buyers. for not only ourselves bui our partners The match funding generated 
through partners' covers a large proportion of the stand space and the build costs All budget holders 
have negotiated discoonts on this space ranging from 10-35% 
The stand design and build costs include the rental or purchase of exhibition stand furniture 
initial design, construction, in-house graphics production. transport to and from the exhibition 
site, on-site supervrsion. rigging and matenal handling while in the exhibit house's 
warehouse. rental of ancillary furnishings, and exhibit-property inventory control and storage. 
The costs also include all labour costs and provision of ensile power and internet where 
required. 

3. Alignment to Business Objoetlves 

PAGE 1 OF6 
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LONDON 
&PARTNERS 

I Exhibiling at international and presence at UK trade shows fils into the following London ) 
& Partners business objectives: 

Deliver additional jobs and economic value for London, by convmcmg visitors, students 
and businesses to come to London 

• Exhibiting at trade shows is the major driving force for business tourism enquiries 
for the Convention~ample, IMEX America 2018 Received 
enquiries 50 worn--- 

• Being present at the show also provides a route to market for our partner venues 
(between 12-30 partners at each show) and enables them to showcase their 
facilities to international meeting planners. 

Strengthen London's reputation as a cultural centre and a loading destination for life 
sciences and high technologies 

• Our presence along with our partners at the trade shows enhances the reputation 
of London as a centre of business. ideas. innovation, and creativity 

Secure support and active engagement from institutions. businesses and high-profile 
individuals with an interest m London 

• We run seven dianes at trade shows and our internal staff meet with over 120 
meeting organisers. corporate organisations and associations from the UK. 
European. North American and long-haul markets to drive business. support and 
interest in London 

• During the trade shows. we sponsor high profile events to drive interest in 
London. 

Establish London & Partners· reputation as a world leading promotional organisation 
• Trade shows form an important part of dnving traffic and enquiries to the 

Convention Bureau team to place us in the forefront of global meeting planners· 
minds when planning their conferences and business events. 

• As part of our trade show presence, wa have previously had leading tourism 
representatives participate in the Politicians Forum at IMEX Frankfurt. 
Participation at events such as these is a driving force for promoting London & 
Partners as a world-leading promotional organisation 

• With the launch of a new stand at our tradeshows, we will be cementing our 
status as a world leading. creative dynamic and advanced promotional 
organisation. 

L __ 

4. Expected benefits 

The benefits we expect from trus procurement exercise are --i 
Exhibiting at international trade shows fits into the conventions and major events business 
objecnves by: 

• Contributing towards our target of-for the London economy _J 
__ througti._~ringing busine_ss tourism~ 
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• Allowing us to attract value in kind from our partners to reach our goal o 
• Prov1d1ng a roule to market tor our partners, lhereby helping to :protect partnership 

revenues 
• Helping to achieve ring fenced revenue 
• Meeting directly with association event planners to secure business and keep our 

ICCA ranking in the top ten. 
• Driving new enquiries to lhe Convention Bureau. who provide a support service to 

mternatlonal aveni planners 

5. Estimated costs - - 
ltom Total 

IBTM 2019 ----- 
lmex USA 2019 

lmex Frankfurt 2019 

lmex Frankfurt 2020 

The Meetings Show 
2019 

Part,clpalion Costs 
--'----- 

Parlicipalion Costs 
--'---- 

Partlclpallon Costs 

Particípallon Costs 

Partic,pat,on costs 

Total 
e_ 

Participation Costs 

IBTM 2019 

IMEX USA 2019 
'-- 
!MEX Frankfurt 2019 
'-- 
lmex Frankfurt 2020 

Total ----- 
Totoal External 
costs. as detailed 
abovo 

Stand build costs 

Stand \Build Costs 

Stand bulld costs 

Stand build costs 

Stand Build Costs 

- - -- --1-- 

_._ . - 

6. Options Generation 

A. Option 1 only one curront opuo» a11 stand IJullder contracted tÖ :Z020, ar1d11tand space I 
limited to specific trade show, so no other options 

B. Option 2 

C. Option 3 

PAGE 3 OF e 
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7. Additional Information 
Risks/Mitigations 

None anncioated 

8. Project 

r 
Is this ilnked to an approved project? Yes 
If yes, please attach a copy of the approved project Plan 
Business As Usual L __ _] 

9. Procurement Options 

Direct Award (use direct 
award form in place of 

the PIO) 

No choice, stand builder 
contracted already to 2020, 
and space subject to show 

- - 
commended Procurement Route 
e recommended procurement route is the direct award as above 

L 
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Procurement Rolerence 

10. Procurement Implementation & Timetable 

Roles & Responsibilities 

Indicativo Procurement Timescale 

I - 
Action 

1 lmax Frankfurt 2019 
2 ToeMeëïiñgs sti<_;w 
3 IBTM 
4 lmex USA 
5 lmex Frankfur1 2020 --- - --- 

[ 

Responsibilities 
internal/Ëxternal events for 
L&P. cross teams 

¡ 

11. Authorisation Lovais 

lnd1ca111 which level of author/sa/Ion is requtted 

Total value 

'AJl(1) 
~ 
All (2) 

All (J) 

Upto 

Upto 

Planned Dato 

?O - 23May îo )9 
--<-'2~5_-~27 June 2019 

19-21 Novembor 2Q_1_9_ 
10 - 12 September 2019_ 
12 - 14 Mat 20~ 

Authorlaation lovol ...,_ 
Procurement Manager 

Sponsor 

; 
MO Operations & Governance 

¡ 
Action Owner 
l 

~ 

1 

Management Committee 1 CEO or MO Operations & Governance 

Slgnod 

X 

X 

X 

X 
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I Upto 
Over 

Chair 

Board 
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-------------- from: 
Sent: 
To: 
Subject: 

Hi- 

Here Is the approval from. to use his credit card for paying the sponsorship. 

I will forward you separately the email about the discussions with the organiser. 

Best wishes, - 
from: 
Sent: 19 February 201911:38 
To: 
subject: AE: Future of AJ 

Cool - thanks- 

I 
from: 
Sent: 19 February 2019 11:37 
To: 

Fyl - Invoice for the Future of Al event which we used your credit card for. 

Included ln the sectors commitment records 

Best, - 
From_,_ 
Sent: 19 February 201-9 10:40 
To: 
Cc: 
Subject: RE: Future or Al 

°"ª'- We have received your credit card payment successfully. 
An lnvoi«lllllland a receipt-are attached to this email. 

Many thanks for your cooperation. 
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KR, 

... 
:To 
:Cc 

RE: future of Al :Subject 

Please find attached: 
• Signed offer 
• Logo 
• Speaker bio 
• Credol Card Form 

Please can you provide us with 
• Invoice (stating the VAT as well) 

Also, what's the timeline on setting the topic/time for the panel? I will foin the first day (company visits/VIP 
reception) and then the half day of the conference when my panel is - as I also am visiting the MedinlSrael 
conference the other half day. Would be good to be able to plan. 

Thanks, - 

To: 
Cc: 
Subfect: Re: Future of Al 

Hey, 

Please ad signed agreement. 
PFA a CC form to be filled 

- I 
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On Tue, Feb 12, 2019 5:53 PM, 

Thanks- 

We are very excited to cooperate with you. 

Please send us: 

wrote: 

• Signed offer 
• Logo ln vector file. so we can stert exposing and promoting you 
• Speaker name, picture. title, short bio (up lo 100 words) 

About the payments, meet.from the finance department, she will answer you. 

Thanks, - 

Wu lovely speaking to you & • as well yesterday, and I'm very excited ro work with you both on this, 

I have discussed internally for budgeting reasons and happy to say I've gol sign off for the second proposal o- 
What arc next steps? Shall I start off by sending you our logo? (let mc know specs etc.) 

Also wanted lo ask if you take credit card payments, as il simplifies our internal procedure. 

Thanks and speak soon, - 

I 
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Cc: 
Subject: Future of' A I 

llello- 

we were happy 1«1 1.ilk to you, 

I've auachcd hen• ! -.f1'1,'\.'.1,ll nn~•f\ for y,\U 
J h1ghl) recommended ithoul the ~çond oûer, h w,11 ¡l:I\~ ïOll ruorc t:\JhlMlt~· .d:.,11 .1~ ,fhlrl-.ur oí welcome rcccnuon wi(h .00-200 
\'IP .iucnJcc"' tndu<lmt1, <iP',:akcrx .md "J'llOSOî" 

I'll bi: )'\HIC pomi ,,f (1lnt.u:1 for the cnntcrcuce ,Utd "111 glaJly J.S<¡l\l .1nd Jlh\\'CC every qm::4Uon \o1.1U 1113V have. 

I fumi...<, - 

0:H upc onuug . ,•1t1•r,•n1 t' 

See all our conferences !:!,,~_re 

., 
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----------------- From: 
Sent 
To: 
Subject: Re: London to Tel Alliv trip 

Y cs go ahead • thanks . • 
Fab, thanks! 

PS Handelsblatt Al Conference speaker has been confirmed, from Uct 

To: 
Subject: RE: London to Tel Aviv trip 

All good for me- and it 1s recorded in the st~ff travel spreadshee.., we should be good on that front. 

Thanks - 
Hf both 

Are yov happy for me to so ahead booklns the Hight to Israel direclly? 

By the way, there Is a large Al conference the same time so will be able to kill two birds with one stone/ feed two 
birds with one scone (vegan version) 

Best, - 
Hi-- 
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Please see below for your approval re my flight lO Tel Aviv tor Medinlsracl 

I've asked flightcentre for quotes- fasyJet is cheapest and most convenient for me However fllghtcentre ,s always 
more expensive than going direct. 

Direct is onl-,llllìnclud,ng checked ,n lul!Sage and seal selection so I'll pay lor it myself and then claim it back on 
expenses. 

I'll look to book the ,\irbnb ne•t week direct as well. 

Happy Friday, - 
I 

From: 
Sent: 04 January 2019 10.08 
To: 
Subject: RE: London to Tel Aviv trip 

r1e.1se find a few quote, <1, b,•low for Tel /\viv 

O11tion 1 British. Airways from Heathrow 

fhrrr .,,~ ¿ • flight t,mps ~Mh cl 1v for Tel Av,v 

LONDON, TEL AVIV YAFO, Monday Monday BOEING 8nt1sh BA165 (HEATHROW) (BENGURION 04h45 No Economy 717- Airways !NTL) 2SMAR 2SMAR Slop T11rrmna1 S Tt11mma13 08.05 14 50 2001300 

TELAVIVYAFO, LONDON, Sunday Sunday 80e1NO B11Mh 8Al62 (BEN GURION (HEATHROW) 05h35 NO Economy 777. A1~s !NTL) 31MAR 31MAR Stop 
T&Fmifllll 3 T(,rm,na/ 5 09:25 1300 200/300 

fw11oiny cl.iss 

Onbsh 
A,rways 8At63 LONDON. 

(HEATHROW) 
TEL AVIV YAFO, Monday 
(BENGURION 
INTLI 25MAR 

2 

Tu11d•y 04h50 
26MAR 

No 
StoP 

EC()ll()m" BOEING 
' 187-8 
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-- FUTURE of Al 

Tue1day, February 12, 2019 

To - 
SPONSORSHIP@ FUTURE of Al 

The followlnc ls a special offer for sponsorship custom tailored l&P at Future of Al 2019, 
which will be held on Marc:11 26-27. 2019 at I.Algo Event Complex and various lotatlons in 
Israel. 

l. PACKAGE OVERVIEW 

• SPONSOIWilP I.EVE!.: BflONZE 
• PACKAGE TOTAL PRIC-ië:- 

• FIRST TIME SPONSOR SPEOAL PRICE: - 
• Prices Is subject to Israeli VAT of - 
• This Is an early bird offer available until February 14, 2019 

2. PACKAGE INCLUDES 

• PRE-EVENT MARKETING & EXPOSURE 
./ Your loso ln conference website. ads and emails 

• ON-SITE SPEAKING OPPORTUNrTIES 
./ Track stage pan.el (30-40 min) 

• AmNDANŒ IN CONFERENCE 
./ 2 K compllmentary tickets 
./ -lscount on additional tickets 

• WELCOME IIECEPTION ON MARCH 26, 18:00 - 20:00 
./ Exposure as sponsor of welcome reception with 100-200 VIP attendees 

lncludins speakers and sponsors 
./ S minutes sreeting during welcome reception 

-- - -· ·- ----··----- 
1 
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• AODITIONAL EXPOSURE 
./ Exposure as conference sponsor ln all slde events on March 26 
./ lnvltdtlons to exclusive welcome receptìon on March 26 

3. PAYMENT TERMS (unless agreed otherwise} 

• 
• 

f the total amount upon confirmation 
t the total amount (the remainder} by 30 days before the conference 

4. CANCELATION POLICY 
If circumstances change and you can no longer sponsor the conference, you may cancel 
your sponsorship in writing. You wlll be subject to the followfng cancelatlon fee: 

• CancellatiOn up to 45 days before the conference: 
• Cancellation up to 30 days before the conference: 
• eancellatlon 30 days or less before the conference 

the total amount. 
the total amount. 
f the total amount. 

S. PAYMENT INFORMATION 
Please submit your payment to: 

People and Computers ltd. 

6. SIGNATURE 

Full Name 

Company 

Address 

Date 

~ >'¡- ?~ Signature 

zn.,,,. ~'~~ I.Qd0\ ~t'.l "1:B.._ Company Stamp 

Tax IO Number 

2 
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February 18, 1019 

To : London & Parlntn 

OFCHARGFS 

Future ur Al 1019- 27/0J/19 

uso 

Payment Method; Mutere.rd 

- ----- 
202 
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Direct Award Form (OAF) 
REQUEST FOR DIRECT AWAR.O APPROVAL 

Form must be returned to Pl"OOJrement once all Approvals obtained 
(To be comp¡e1ed for al OAF reQu1rl)fflenlS over CSK) 

Date Wednesday, 08 May 2019 
Business Area/Team Business/ Convention BU(eau 
Purchase Order No 

.,,, ..... brm ha$ - 
Contract/s Reference No 

Procurement Reference No DA4 

Project Title London Tech W8(1M.: Opening 0.-.ner 
Contract Tille 

Team and Contact 

Sponsorship 

Finance Oeta Us I Pl<lase er\Sure )'()\I use tho COtTQCt bUSf\8$$ budget codo si 

Budget Holder - Budget Code 

Budget Allocated 19,eP "fnclud!!!g VAT 

Contract Details 

Supplier 

Contract Start Date 

ConlTact End Date 
Total Contract Cost 
'lncludir. VAT 

Saving/ Increase agal11$t Budget nia 

Saving / Increase against prellious ontract: 
(Where applicable) Nia 

DAI Fom, 
V1 Ap,19 

1)"96 I 013 
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Where a schedule of ratas ¾ saving I lncreaae nia against overall budget 
E1tlmated value Increase I decrease nia (Describe in% in multiples of 5%) 

If decreases ln value please provide Justification 
e.g. quality levels were overprescrìbed: certain requirements no longer required: quality 
reduced at request of residents. 

nia 

Background 

London Toc:11 Week consists ol 300> events taking place from 10-14 June, London & Par11l<!rs are ono ofUie 
founding partners of the week which showcases London's global leadership ln Tech. The opening gala dlMer Is 
ooe ol the key events of the-· with key dignitaries. VIPs, ambassadors ln attendanoe. Our table will consist of 

P8Cls and wider tech business commurity. 

Allan to business objectives? 

Yes - strengtlloning London global brand ln Tech wond, attrac1Ing lntematlooal audlenœs. supporting oxistlng 
business grow ln London 

Selection Detalla 

Market Tasting Undertaken O Yea ltlNo 

If Yes - Number of suppliers approached 

If No-WHY? nia 

Please provide Justification for Direct Award: 

OA1 Form 
V1: Apr t9 
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Al tile event and sponsonihlp CJC)C)O<tunity is owned by one entity. 
-- are unable to undertake any market testing lor the purdlase of sponSO<shlp. All 
sponsorship opportunities are owned and sold throughlllÌll•IIÍl•Thererore, the conltact must be 
awarded to this entity 

Procur,m,nt Çomm1nta 
Due to Ille nature of the ,equirtmont there is no altematiwe bue to us¡ 
legislaliOn. There il no ,._ ln -.ling ttlla directy to 

aa IIUCII ~los with UK 

Approvals to be obtained before award of contnct. 

Procurement's approval muat be obtained ln an clrcumstancea. 

Ind/cate which level ol authoriHtloll Is required 

Total value 

All(1) 
Aulhorintton level Signed 

Appn>ved 
8.05.19 

All (2) SponlOf' 
All (3) MD Opetatlone & Governance Apj)roved 8/05119 

Man.ging Director 

CEO or MD Operatlona & Governance 

Chair 

llolrd 

Please noie lhe/18 ere velues of the entire contract 1,re, noi per yeer. 

DAI Fom, 
V1 Af)t19 

pege3ol3 
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EVENT Sl'ONSORSHIP ANQ EXHJBmQN AGREEMENT 
IVfNf OfTAILS: 

C.1nt nt,e: londol\ Tech WNII hontCodr. l[C6311A 

(vent o.tu: rune ur 1019 Venue: Tht îOWt!f al London 

City: - 
C.O...t,y. UK 

,T~:- 
Mol!Mo,- 

Toi.I ,mount of fttt ,..-,.bit for th•,....,_: 
PAYMENT TlRMS: ,ult h~t Out 30 D.aV\ 
CAHŒllATIOH TIIIMS: c,nulbtlo,H- mu,1 be rKt1ived ln wuuna. The folfowlne unct«a1ioft fttt WI 1P111v: 

C.nce4~ reahlff leu ttuln SJO d.tY' prto, t• 
the hl:n1: lOO'II' 

c.nc«Watlon rc<eiwd bttwfffl UO and l-'O days 
~ la IM twnt: '°" c.nc:ei..tlon rt<-'vtd mor. then l40 dr,1 P''°' to 

the lwnt: 5°" 

1'1lil ...... ottonfOll'II~ whfl lllill lflf9nM r•Of!I\& M.«tlUò:Sfl,o,M er,N•-,hllilllll lOII T~ lftllll Coitllil:ÎOM. wMcA at• ,_..,~IN i1110thlt ~1.iooft tCM"M. 
~~1114~wt-.- •111'-"" ,~ a ._..,._,1111aM ,.._ Oin .• ,.._,.. ..... ~" ,.,.,t.MOitflt:ON1""'-ttt.t•t1ie1 ,._.._.. .. ....,,. ,oww.. 
tMt, At191aU011 f.,__.tN "°""°'1N, Mf hll!Wtlon fetMlMII ~ IN'MII ~-..,_. .. IM MuM a.., thtl, 19nM, fM tftN1o,ycwl thk ~fl ro,,. lt 
..... "tha_._.._...,.._.,.,of"9Clef'lt..-..,.ul'IM-tal~,owHMIIIMldletlfW .. IININC.._iodlll1 ~. 

COIIUffllilAJJQN - 
o.••---3'"1'".o __ s __ .1 __ 9 _ 

Contact Name: 
INYQteE CONTACT QEJNLS OE QJFFERENTJ 

Company, London and Partners Ltd 
Contact Name: ACCOUNTS 

Company: London •nd Partners ltd 
Addreu: 

Mobile: 

Address: 
6" Floor 2 More London Riverside, London, SE I 2RR 
Telephone: 

Fa.: 

Email: 

\\o!A~lltTt!I!) (.O!IT~!llllfJ!!ffll!fflll 
Ov, Mir\et•t1t îe.m ~I lw 1ft 10U<tl ttpl'd111'18 anv ''" m•,htln1100b 1h1t vou m1ybe crntltlcd lo Plt'.l\CI p,ovldc contnt dllalk for lha ,c1cv1nt pc,wn 

r~onsiotit fo, m1,ket1nc vour C)fl!Mnte .H the E.wnt lt d'*tt•nt to VOIJ' tenetil point ol cont.Kt person :.boite. 

Coftta ct Nam•: Add.-.s1: 

Cofflflriy: 

lmal: Tet: 1, .. , 

P,g~lofJ 
lnJ01m.at1on ChtHtftC<11tou Gonftr.tJ 
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Description 
3 K t1bl•, 1t tfl• Opentnc Otnne, Jn Sijppon of F4S 
No of Guest: 30 

Time: 11.30-U.JO 

P~celof2 
WormaUón Cl;l.SSlÍ1cahon: Cenctél 
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