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IT Systems Report – Executive Summary 

 

 

Project Overview 

Duradiamond Software Ltd (DDS) was contracted by the Royal Welsh Agricultural Society to undertake 
a holistic review of RWAS’ IT Systems and develop a set of requirements for a successor to the Smart 
Event and MUMPS. These systems are at the core of RWAS’ event operations.  
 
Further to understanding and detailing the current situation, it was agreed that any design for the 
future systems would need to be aligned with RWAS’ strategic vision. The report provides a clear set 
of recommendations which RWAS’ could implement and form the basis of a tender process to appoint 
the provider of the successor system to Smart Event and MUMPS. The report would therefore include 
the following documents: 
 

 IT Systems Overview – Current  
 IT Systems Overview – Future (Proposed)  
 Smart Event Successor System – Statement of Requirements  
 Smart Event Successor System – Tender Specification  

 

 

Key Aims 

 
 

To understand what the RWAS views as the key aims of the project and the strategic direction in which 

the organisation is moving, DDS conducted a 2-day Strategic Workshop with RWAS’ Senior 

Management Team (SMT). The key outcomes of this exercise are outlined below and were 

instrumental in shaping our recommendations as it is vitally important that the future IT Systems best 

support these plans: 

 Improved Operational Efficiency and Productivity 

A need to achieve more with the same level of resource, reducing or eliminating labour and 

resource intensive activities. There is no desire to actively reduce staffing levels, however, 

capacity created through this process would be used to improve the customer experience 

and/or increase service delivery.   

 

 Market Leading Customer Service  

This is at the centre of RWAS’ strategy to retain and ideally grow their customer base. 

Addressing the existing inefficiencies will free up time to focus on the customer. This will be 

combined with ensuring system developments take account of changing market trends and 

that an effective customer feedback mechanism exists.   
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 Service Differentiation and Competitive Advantage 

RWAS acknowledged that a competitive environment exists for attracting customers. With 

this being the case then it is important that any system developments create opportunities 

for service differentiation. Ideally, developments should go beyond just delivering operational 

benefits and become part of RWAS’ offering, thus delivering competitive advantage. 

  

 Improved Management Capability 

At the moment the organisation is siloed with each department operating in isolation with 

limited knowledge sharing of information horizontally or vertically within the organisational 

hierarchy. Additionally, the existing systems provide no overarching visibility for the 

management team making it difficult to pro-actively manage and intervene. 

 

 Improved Organisational Resilience 

With limited knowledge sharing, documentation (policies and procedures), appropriate 

management tools and a heavy reliance on the individual knowledge of employees there is a 

lack of resilience within the organisation. This will need to be addressed as part of future 

developments. 

 

 Improved Governance 

Future systems will need to provide improved oversite. 
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Organisational Overview and Challenges 
 
RWAS have an extensive showground site at Builth Wells with fixed infrastructure which supports the 
three events run directly by RWAS and is rented out throughout the year to 3rd party events. RWAS 
has a small permanently employed staff based at the showground who are supported by a large force 
of volunteers during events. All systems have currently been orientated to support the efforts of the 
permanently employed staff and are based almost exclusively within the RWAS offices. Volunteer staff 
who are responsible for the delivery of the event/s themselves have little to no interface with these 
systems. This in effect creates an organisation with two disparate workforces who are both 
responsible for the delivery of events.   
 
This basic workforce structure is overlaid by a complex organisational structure consisting of a 
permanently employed Senior Management Team (SMT) who are responsible for the day to day 
running of RWAS who are in turn directed by a Board of Directors and a series of volunteer committees 
who are ultimately responsible for the oversight of RWAS activities. Each department/section or 
function has its own committee directly responsible for its operation some of whom who in turn report 
to the “Board” who are ultimately responsible for the activities of RWAS. Outside of these operational 
committees there are a series of county advisory and steering committees which advise on direction 
and provide an interface with the wider Welsh Agricultural community. (Please see diagrams on pages 
54 – 55 for staff and committee structures). 
 
As has been highlighted during the IT Systems review process, there are several non-linked systems in 
use with a large reliance on paper to gather and transfer information between departments pre, 
during and post events. Where systems do exist, they have been developed in isolation by the relevant 
department leading to duplication of effort/data and the lack of a single, complete customer record. 
This makes it difficult for teams to be mutually supportive and leads to poor levels of customer service 
as no complete record of all correspondence exits. There are isolated cases of good practice where a 
basic Customer Record Management (CRM) system is being employed with correspondence linked to 
customer accounts, however, these do not appear to be shared and there is a high degree of variance 
in the approaches being used by the different departments.   
Existing processes are very manual and repetitive. The resultant poor efficiency and productivity has 
a negative impact on RWAS’ bottom line but also leads to mistakes and poor customer service which 
going forward could start to negatively impact customer perception of RWAS’ key events. These 
factors will also affect RWAS’ ability to retain staff as the work will not be seen as rewarding or 
progressive by new entrants to the workforce resulting in staff retention challenges.  
 
The existing setup is neither secure, poses a direct security/GDPR risk or resilient. This stems from a 
reliance on paper forms to gather critical information and transfer it between departments. These 
paper forms are transferred in the open without backups or a failsafe and so create an unrecoverable 
position if lost. Existing systems and processes are not self-supporting with a heavy reliance on the 
personal knowledge of the operator. This knowledge has in most cases not been documented or 
shared due to the compartmentalisation within RWAS. This means that if personnel leave the 
business, knowledge is lost with a resultant business continuity impact.  
 
Finally, a heavy reliance on printing and postage to gather and share information with customers and 
stakeholders’ results in a significant financial cost to RWAS but also has a severe environmental 
impact. Both pose a significant Corporate Social Responsibility (CSR) question when you consider 
RWAS’ charitable status and the need to maximise the “good done” by RWAS.  
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IT Systems Overview – Current  

 
 
RWAS IT systems have been structured to support a small number of permanently employed members 
of staff working in a single location. The system incorporates built in redundancy and a backup solution 
to ensure data is secure in the event of a business continuity event. The system architecture supports 
the existing operational model in which a small number of predominantly locally based staff operate 
concurrently, however, there is no scope to support plans for “self-service” online customer accounts 
for interfacing with RWAS services/events. This is because the new model will see a move to large 
numbers of concurrent system users at key points in the year, a demand which the existing system 
architecture will not be able to support. 

 
The existing desktop computers are effective; however, they provide little flexibility to accommodate 
remote working away from the main office. As there are points in the year where members of staff 
need to temporarily locate to other areas of the site. It might be worth considering moving to laptop 
computers. These changes would create a more flexible working model which would best support 
RWAS key aims of becoming paperless and more efficient/productive.  

 
The existing Telecoms infrastructure for voice calls is aged, however is due for replacement in the near 
future. The FTTC broadband infrastructure is sufficient for the existing operational model, however it 
will not have the required capacity to support planned developments or the networking of the entire 
site, a move which could be leveraged to enhance RWAS customer offering. Any future developments 
cannot rely on the existing 4G and planned 5G infrastructure due to contention issues during periods 
of peak demand.  

 
With the key exception of the existing operational database system, Smart Event, the other software 
systems in use by RWAS are current, well supported and effective at the tasks they are being utilised 
for. There is a lack of integration between the systems, however, leading to manual transfer of data 
which is error prone and an inefficient use of time. There are some key gaps and deficiencies in work 
planning, task management/tracking and communication management which could be addressed 
with the introduction of new systems. These are outlined later in this report.  

 
While RWAS lack “in house” IT knowledge, the Society has engaged the services of a local company 
that services all IT needs outside the event management system.  
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IT Systems Overview – Future (Proposed) 

 
The are some components of the existing system/infrastructure which can be developed/built upon, 
however, there is a need to make significant changes in order to deliver future planned functionality, 
reduce costs and improve organisation productivity/efficiency.  
 
The key infrastructure changes are a move to a cloud hosting solution over the existing onsite server. 
This will support the move to an online customer interface (portal) with its’ associated benefits. 
Supporting this move with an overhaul of the telecoms and broadband infrastructure with the removal 
of the analogue telephone lines and a move to a leased fibre broadband with the networking of the 
site (1GB Site Concept) will support the planned system developments, create a more flexible working 
environment and enable cost saving by moving to VOIP calling for example.  

 
Adopting a different approach to IT equipment, adoption of laptops with dual screen workstations and 
purchasing a range of tablets for use in meetings will again support the concept of flexible working. It 
will also enable employees to work electronically from anywhere onsite in acknowledgement of the 
fact that employees are not solely based in the office.  

 
There is a need to adopt a new operations tool as the successor to Smart Event and MUMPS. The 
requirements for this system are detailed in full separately in this report so that a tender exercise can 
be conducted to appoint a development partner or select an appropriate “off the shelf” solution. In 
addition to this new system, there are additional “off the shelf” systems which should be considered 
to improve efficiency/productivity, visibility/tracking of actions and work planning. Based on the 
outcome of the “Strategy Workshop” we have also suggested systems which allow a robust quality 
management system to be adopted in order to provide an evidence base on which to develop market 
leading customer service. All systems which have been suggested, support RWAS’ overall aim of 
moving to electronic communication in order to significantly reduce and eventually eliminate paper 
communication with its’ associated labour and cost savings. 

 
Existing support systems except for that provided by Abbey Crown are fit for purpose and robust. 
Selection of suitable IT Support partners who can provide both remote and face to face support will 
be essential if RWAS continue to have limited in house IT expertise.  

 
Moving forward the introduction of an IT Steering Group will be essential if the current 
challenges/issues are not to be replicated when implementing the recommendations of this report. 
Additionally, as we are proposing wide sweeping and extensive changes to the organisation it is our 
opinion that a dedicated Project Manager will be necessary to ensure effective change management 
and implementation of new systems. Failure to do this would from our experience result in a high risk 
of project failure as the necessary focus cannot be given to the project.   
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Smart Event & MUMPs Successor – Key Requirements 

 

The key challenges outlined above need to be considered in any decision about the future of RWAS’ 

system/s. Key design points are as follows: 

 Improved security and full compliance with GDPR regulations  

 Business Continuity and resilience, elimination of the reliance on the knowledge of individuals  

 Re-orientation of the system towards a customer centric approach with all services regardless 

of which department they fall under, being recorded under a single customer record. Inclusion 

of a CRM feature within this approach allowing all communication with a customer to be 

tracked from the customer record.  

 Elimination of “Silo” mentality with all departments working from and accessing the same 

information/system thus being able to be mutually supportive. Should encourage cross 

departmental working.   

 Move to electronic communication and payment across all departments and for all activities.   

 Introduction of self-service approach for purchasing services and obtaining information, 

resultant improvement in productivity and efficiency with improved customer service as 

society members of staff can be “freed” of low-level requests and given sufficient time to deal 

with more complex issues which require human intervention.  

 All stakeholders working from a single electronic system and dataset which is accessed and 

updated in real time with appropriate, role specific access.  

 System integration to ensure information can be transferred electronically between systems 

e.g. transactions being transferred from payment gateway into RWAS accounts package, real 

time reporting of results via website/mobile application, live updating of social media etc.  

 Creation of a platform which allows for future expansion and “added value” services. For 

example, supplying relevant information to 3rd parties such as McCartney’s Auctioneers during 

Winter Fair sales, interaction between exhibitors and potential customers at RWAS summer 

show utilising online expanded customer profiles etc.  
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Next Steps/Key Considerations 

  

 
RWAS to review report in full and identify which recommendations they are going to proceed with 
implementing above and beyond the appointment of a provider to build the Smart Event and MUMPS 
successor system. Once the full scope of the change programme has been identified, an appropriately 
experienced/trained individual should be appointed as the project manager/lead. This individual can 
be from within the organisation or recruited externally. The key thing to ensure is that they are 
removed from business as usual activity and able to focus exclusively on the change programme.  
 
The selected project lead should be appointed prior to the selection of the provider for the Smart 
Event and MUMPS successor system. This is vitally important as the collation of this report and the 
creation of the Online Competition Entry Module have highlighted the need for an individual who can 
actively manage the relationship between the development house/supplier and RWAS staff. 
In addition to the management of the Smart Event and MUMPS successor system 
creation/implementation, the project manager would be responsible for driving the wider change 
programme within the business and ensuring this happens in a timely and co-ordinated manner. 
  
All the new systems which are being proposed could be sourced successfully as “off the shelf” 
solutions e.g. the project/task management tool.  The one potential exception to this is the Smart 
Event and MUMPS successor system where there are three basic options open to RWAS with regards 
to future development of this system: 
 

 “Off the Shelf” – Introduction of one of the existing Agricultural Show software packages. 
From looking at two key contenders, it does appear that these have developed significantly 
since they were last reviewed and now incorporate an ability to conduct limited tailoring, 
however, it is important to bear in mind that RWAS would still need to “fit” themselves to the 
system and would not then be able to use the system as a service differentiator.  

 “Bespoke” – Creation of a new system, tailored and unique to RWAS. This approach would 
allow for the system to conform more closely with RWAS ways of working. RWAS would also 
have a much greater control over the development and ultimately be able to introduce unique 
functionality differentiating their service offering from other events.  

 Hybrid Model – A blend of the two previous options which creates a “half-way house” allowing 
a range of benefits from both options to be realised.  
 

Cost will play a significant factor in any decision with each of the above options having different 
implications in this regard. It is important, however, that cost not be the key determining factor but 
that RWAS’ long term strategy be considered. This will prevent a short-term decision being taken 
which precludes future planned developments and thus necessitates a revisiting of the successor 
system in the short to medium term when this ultimately should be a long-term solution.   
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Organisation Overview 
 
 
Royal Welsh Agricultural Society (RWAS) have an extensive 150 acre showground site at Builth Wells 
with fixed infrastructure which supports the three events run directly by RWAS and which is then 
rented out throughout the year to 3rd party events. RWAS has a small permanently employed staff 25 
office staff and 10 estate staff based at the showground who are supported by a large force of 
volunteers up to 800 at the Summer Show during events. All systems have currently been orientated 
to support the efforts of the permanently employed staff and are based almost exclusively within the 
RWAS offices. Volunteer staff who are responsible for the delivery of the event/s themselves have 
little to no interface with these systems. This in effect creates an organisation with two disparate 
workforces who are both responsible for the delivery of events.   
 
This basic workforce structure is overlaid by a complex structure consisting of a permanently 
employed Senior Management Team (SMT) who are responsible for the day to day running of RWAS 
who are in turn directed by a series of volunteer committees who are ultimately responsible for the 
oversight of RWAS activities. Each department/section or function has its’ own committee directly 
responsible for its operation. The standing committees (see appendix (i).) report directly to the 
“Board” who are ultimately responsible for the activities of RWAS. Outside of these operational 
committees there are a series of county advisory and steering committees which advise on direction 
and provide an interface with the wider Welsh Agricultural community.  
 
RWAS operates a series of unintegrated and in some cases, aged systems. Full details of existing and 
proposed future systems/infrastructure are detailed within the “RWAS Report – IT Systems Overview” 
provided as supporting documentation. As outlined above, there is effectively two disparate 
workforces within RWAS. The employed members of staff have access in part or wholly to the various 
electronic systems in use by RWAS. The majority of the volunteer staff do not have any interface with 
these systems, resulting in all information transfer and data capture away from the main office, being 
undertaken on paper with the data then being manually entered into the system. There are exceptions 
to this with certain volunteers accessing the system to input the results. The   Additionally, there is no 
electronic interface for RWAS customers across any of the existing service lines. This results in all 
customer correspondence/information, applications for services and payments being facilitated 
through printed literature/forms and cheque payment. Electronic payments by BACS are used for 
refunds and prize money. There is also limited use of this payment type for purchasing trade stand 
services and credit/debit card payments for competition entries, but this is very much in the minority 
with payments made using these facilitates having to be manually reconciled. These factors combined 
make the existing model very inefficient for all members of staff (volunteer and employed) with a 
significant labour component needed to perform basic tasks. It also places undue pressure and 
workload on RWAS customers resulting in a poor customer experience. Finally, it results in increased 
costs for RWAS and customers primarily through inefficient use of labour, printing and postage costs.  
 
In selecting a Successor to Smart Event, the priority will be to address the shortcomings of the existing 
system leading to improvements in operational efficiency, reduction of costs and provide an improved 
customer experience. Beyond this, however, it is important that the system supports the RWAS Future 
Strategic Vision outlined in summary below: 
 

 Improved Operational Efficiency and Productivity – A need to achieve more with the same 
level of resource, reducing or eliminating labour and resource intensive activities. There is no 
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desire to actively reduce staffing levels, however, capacity created through this process would 
be used to improve the customer experience and/or increase service delivery.   

 Market Leading Customer Service – This is at the centre of RWAS’ strategy to retain and ideally 
grow their customer base. Addressing the existing inefficiencies will free up time to focus on 
the customer. This will be combined with ensuring system developments take account of 
changing market trends and that an effective customer feedback mechanism exists.   

 Service Differentiation and Competitive Advantage – RWAS acknowledged that a competitive 
environment exists for attracting customers. With this being the case then it is important that 
any system developments create opportunities for service differentiation. Ideally, 
developments should go beyond just delivering operational benefits and become part of 
RWAS’ offering, thus delivering a competitive advantage.  

 Improved Management Capability – At the moment the database is siloed with each 
department operating in isolation with limited knowledge sharing of information horizontally 
or vertically within the organisational hierarchy. Additionally, the existing systems provide no 
overarching visibility for the management team making it difficult to pro-actively manage and 
intervene. 

 Improved Organisation Resilience – With limited knowledge sharing, documentation (policies 
and procedures), appropriate management tools and a heavy reliance on the individual 
knowledge of employees there is a lack of resilience within the organisation.  
 

The above cannot be addressed solely by adopting a replacement to Smart Event, however, it can 
be assisted by an appropriately designed platform operating in conjunction with the wider change 
programme running throughout the organisation.   
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SMART Event System Background/Overview 
 
The existing Smart Event System was developed in the 1990s as a successor to RWAS’ MUMPS system, 
however, the MUMPS system was never fully decommissioned with the Stewards and Judges modules 
remaining in use. Both systems have been identified by RWAS as being end of life in that they utilise 
a technology stack which is either unsupported or not widely used making it difficult to find suitable 
organisations, at a cost effective price point, to continue support/development of the systems. It is 
planned in the near future to migrate remaining MUMPS functionality to Smart Event, so any 
migration of data will only be required from this system. 
 
The existing Smart Event system utilises Inter Systems, IRIS product as the underlying database 
technology with bespoke applications built in Cache Basic, a Visual Basic derivative. While IRIS is a 
relatively new product, having been launched in 2018, it has not seen the widespread commercial 
success of other platforms. RWAS will therefore not be mandating the use of this platform. The 
language in which the applications have been developed, development environment and IP 
considerations mean that RWAS are looking for a “greenfield” development of a bespoke system or 
selection of a suitable “off the shelf” system which will either meet RWAS requirements in full or be 
capable of a degree of customisation to make it fit for purpose. Access to the existing Smart Event 
system or underlying code cannot be provided. Development or selection of the successor system will 
therefore be based on this statement of requirements. 
 
Migration of data to the successor system will be a key component of the project and be facilitated 
through RWAS’ project lead acting as liaison between the Smart Event product owner/operator and 
the new provider.  
 
The Smart Event system is a bespoke system which has been designed for RWAS use. It was originally 
envisaged that the system would be developed in conjunction with RWAS for later commercialisation 
by the system owner/operator, however, this has never taken place. As a result, Smart Event is 
effectively a unique system to RWAS. The Smart Event system is supplied by Abbey Crown Ltd which 
is micro-organisation with no clear succession plan. The system has been developed organically over 
a prolonged (25+ year) period with very little supporting documentation. These factors combined, 
create a strong need to secure a solution to replace the functionality provided by the existing system 
in order to ensure continuity of delivery of key RWAS services/events.  
 
Smart Event is essentially RWAS primary operational database and is used to manage delivery of all 
three key RWAS Events, please see below: 
 

 Smallholding & Countryside Festival  

 Royal Welsh Show 

 Royal Welsh Winter Fair 
 

For these events the system is used to administer the following activities: 
 

 Competitions (all services and competition types) 

 Trade Stands  

 Sponsorship  
 
In addition to the above, the system is used throughout the year to administer membership of RWAS. 
This includes payment of membership fees, contact database to support RWAS mailers and 
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membership publications and membership services (e.g. caravans) associated with the three RWAS 
events. This is across a membership in the thousands.  
 
RWAS delivers some of the UK and Europe’s leading Agricultural events. Here is an overview of these 
events by numbers: 
 

Smallholding & Countryside Festival – 2 days: 
 

 Livestock Competitions Entries  circa  1,800 
 Non-Livestock Competition Entries    circa  2,000 
 Attendance     circa  20,000 
 Trade Stands      circa  250 
 

Royal Welsh Show – 4 days: 
 

 Livestock Competitions Entries   circa  7,500 
 Non-Livestock Competition Entries  circa  5,000 
 Attendance     circa  250,000 
 Trade Stands    circa  1,000 
 

Royal Welsh Winter Fair – 2 days: 
 

 Livestock Competitions Entries   circa  1,500 
 Non-Livestock Competition Entries  circa  1,500 
 Attendance     circa  35,000 
 Trade Stands    circa  400+ 

 

The existing system does not have a customer interface, with applications for services being 
submitted on paper and manually entered onto the Smart Event System. This results in a small 
number of concurrent system users (approx. 15 at any one time), based exclusively in the 
RWAS main office at the Builth Wells showground. The existing Smart Event system is 
therefore hosted on locally based server infrastructure which is adequate for the existing 
setup. There is a strong desire within RWAS to improve operational efficiency/productivity 
and the customer experience by moving to self-service online customer accounts for 
accessing services and information. This new model would open the system up to potentially 
large numbers of concurrent users, particularly at key points within the year. RWAS’ IT 
Infrastructure provider has already indicated that the existing hardware setup would not be 
able to sustain this. It is therefore recommended that any future system be hosted offsite, 
preferably on elastic infrastructure as the demands on the system will not be linear.  
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Design Overview 

 

 
RWAS are seeking to appoint a new provider to develop a new operations tool, either a bespoke 
system or “off the shelf” package to replace the existing SMART Event system outlined above. The 
new tool will have to deliver the same functionality as the current system, address the deficiencies 
highlighted and deliver proposed new functionality. At this stage it is envisaged that the SMART Event 
system replacement would encompass the following key design features: 
 

 Online portal with each “customer” having their own account 

 All service requests/purchases to be made via customer’s account 

 Information/communication through customer’s online account with 
introduction of new interactive publications.   

 Service payment to be by credit/debit card and for large purchases (e.g. Trade 
Stands/Sponsorship) BACS 

 Restructuring of system around customer record with integrated CRM 
system. All transaction history, correspondence etc. to be stored under this 
account. All departments will access and update the same record, creating a 
single point of truth.  

 Standardised organisational workflows for items such as competitions. 
Appropriate deviations allowed and accounted for by system.  

 All information to be stored in central database with multiple profiles creating 
role specific access allowing all permanent and volunteer members of staff to 
interface with and update the main customer record. This access and 
interface should be effective before, during and post event/s. 

 API (connection) end points to facilitate integration with appropriate 3rd party 
systems eliminating the need for manual data transfer and creating the 
opportunity for “live” reporting.  

 Support all communication and ticketing being electronic. This should include 
all ticket types, car park passes, caravan passes, membership etc.  

 System should support automatic caller recognition by integrating with RWAS 
new telephone system. 

 System should be orientated around a single customer record with a unique 
reference, but also facilitate multiple connections / contact over several 
individuals and multiple contact for a single company. This single unique 
reference should be used for all additional services (e.g. membership). All 
other modules/functionality should revolve around this unique customer 
record which should store all correspondence (CRM feature) as well as the full 
list of all services purchased by the customer.  

 System should in the future be able to support automated workflows, 
however, for now all services purchased by a customer should be injected 
directly into the underlying database and then queued for processing (semi-
automated).  

 Functionality should be delivered by the system or by integrating appropriate 
3rd party modules/systems via integration to delivery required functionality in 
the most cost-effective manner.  
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Key Requirements 

 
 Phase 1 – Functionality: 

 
This first phase is designed to replicate existing system functionality while improving 
on the existing design difficulties and introduction of a new online customer interface 
for accessing and interfacing with services. The launch system will need to 
accommodate all the elements outline in this section.   
 
For the purposes of this section, references to “database” should be taken as meaning 
the existing Smart Event System.  
 
 

  

Competitions  
 
 

There are two key groupings of competitions, Livestock and Non-Livestock. The overall 
structure of each of these two main categories is roughly the same, however, due to the 
complexities of managing competitions with live animals, additional information is captured, 
and services made available to those entering Livestock competitions. Both categories of 
competitions occur at each of the 3 key RWAS events. Due to the nature of the competitions, 
there is very little change from year to year to the schedule, (in some instances competitions 
will be added or removed), list of individual competitions/classes. A structure which allows 
the previous year’s schedule to be cloned and brought forward to the current year where it is 
amended to reflect agreed changes would therefore be useful and offer a significant time 
saving.  

 

The system must be capable of supporting the following structure with regards to 

competitions: 

 Level 1 – Department (e.g. Livestock)  

 Level 2 – Competition (e.g. Cattle) 

 Level 3 – Sub-Competition (e.g. Holstein) 

 Level 4 – Class 

 

Exhibitors (competition entrants), enter individual classes with either a qualifying 

animal or exhibit based on the class description.  

 

As part of the Class configuration, the following information needs to be captured: 

 Section no. – Unique reference given to each class.  

 Class description – A clear statement of animals or exhibits which are eligible 

to enter the Class. 
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 Class Rules – Any special restrictions (rules) for example a limit on the number 

of times an exhibitor can enter the class or class weigh limits need to be able 

to be recorded.   

 Day/Time – This is the day of the event and time that the class will take place.  

 Entry Fee – The fee for entering the class. For livestock this could include a 

deposit which would be returned upon presentation of the animal at the 

correct time at the appropriate show ring during the event. There may also 

be a membership discount applied to the entry fee. 

 Prize Money – The award for achieving a place in the Class  

 Prizes/Trophies – These are the list of rosettes, award cards or trophies which 

are linked with the Class. This is required so a “pick list” can be generated to 

ensure the appropriate awards are packed and made available at the 

appropriate time and location for presentation in the show ring at the end of 

the competition. 

 Consumables – A log of all items required to deliver the Class.   

 Services – These are the services e.g. ticketing, vehicle passes etc. to which 

entrants into the Class are automatically entitled. These can be supplemented 

by purchasing additional services during the application phase.   

  

There are some special considerations for livestock classes. These are for example 

classes which cannot be directly entered but are populated as “championship” 

classes, the top placed animals from feeder classes go forward to the relevant 

“championship” class. Secondly, there are “Special” classes in which animals are 

selected for other classes who meet set criteria are then put forward for the “Special” 

Class and “multiple special” which are selected by a different criteria, not always due 

to winning previously. This will need to be supported by the new system.  

 

For each event, there are three key periods for managing the delivery of competitions; 

pre, during and post show: 

 

Competitions Pre-Show: 

 Step 1 

Schedule from previous year’s event is reviewed by relevant RWAS 

committee and changes/additional proposed.  

 Step 2 

Schedule from previous year cloned in database and the 

amended/updated in line with feedback. For livestock only, updated 

competition schedule issued to committee and breed societies for 

final sign off.   

 Step 3 

All show consumables, (judges’ books, rosettes etc.) ordered. 

 Step 4  

Finalised schedule issued to printers. Once available, printed 

schedule and paper application forms issued by post to all previous 

event applicants. New applicants contact RWAS to request copy of 
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schedule and paper application be posted out. Application forms are 

completed by hand and posted back with payment in the form of a 

cheque / card / phone / /postal orders / cash. For 2020 Smallholding 

and Countryside Festival and subsequent events, schedule can now 

be emailed out and competitions entered online using dedicated 

“Online Competition Entry” system. This new system enables 

customers to apply online and make payment on credit/debit card 

with RWAS then receiving an electronic copy of the application form 

to a dedicated inbox from where it can then be manually input to the 

existing database.  

 Step 5 

 Judges Books prepared with handwritten information on template 

document. Livestock judge’s books are pre-printed with carbon copy 

ability. Competitions judge’s books are printed in house and some are 

then completed by hand. Duplicates are made by either the steward 

or a member of staff for the records required. 

 Step 6 

Completed applications returned via post with cheque / card / phone 

/postal orders / cash payment. From 2020 submitted via the online 

system with electronic payment, processed and added to database. 

During this process, queries relating to payment or information 

supplied within application form are resolved. RWAS are unable to 

guarantee due to availability that all services requested by an 

exhibitor can be provided. Services which cannot be supplied are 

refunded to the exhibitor pre event. For details of the information 

captured for each competition entry and the additional services 

available, please see Appendix 1.  

 Step 7 

The recording of entries on the database supports the creation of the 

“contract” containing detail of all services requested, and 

competitions entered. Invoice against which payment has been 

recorded and the Catalogue, which is the list of entrants in each class, 

in effect the master document from which the event is run. 

 Step 8 

Exhibitors can cancel applications up until 1 month before an event. 

Applications cancelled within the permissible window are refunded 

pre event. Substitutions can be made up to 2 months before the 

event. 

 Step 9 

Once all entries have been received, the competition Catalogue which 

is used as the master reference guide for the event is produced from 

the database.   

 Step 10 

All entrant’s animals are allocated a pen/stall/stable based on the 

information supplied within their application. This “mapping” is 

performed manually on paper with the database then being updated 

with the location so that this can be provided to the exhibitor during 
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event check in. Horse stabling is the only section with a level of 

integration into the database. 

 Step 11 

Livestock exhibitor caravan and accommodation requests plotted, 

and appropriate exhibitor record updated with the assigned caravan 

plot/details of accommodation / additional services.  

 Step 12 

Approx. 3-4 weeks prior to the event, “pick lists” for each customer 

are produced confirming the details of the exhibitor’s entry and a list 

of the tickets, caravan and vehicle passes to which they are entitled. 

These are picked and packed and dispatched by post to all exhibitors. 

Entry tickets for livestock are input in the system after the packing 

procedure happens only certain services are on the “pick list”. 

 Step 13 

The prizes (Rosettes, Place Cards, and Trophies etc.) are prepared and 

“picked” according to the pick list generated for each class from the 

schedule.  

 Step 14 

For non-livestock competitions, exhibitor/class no. labels are 

produced and issued to the relevant section stewards to be posted 

out to exhibitors to be displayed on the entry on arrival. These are 

used to label the exhibits. For relevant competitions, a report 

detailing the staging requirements is produced and issued to the 

Estates Team / contractors so this can be arranged in advance of the 

exhibitors attending the event.  
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Competitions during Show  

The priority is being able to quickly access information in support of customer 

enquiries/issues; however, the following tasks also need to be supported by the database: 

 

 Exhibitor “check in” to the event. Exhibitors supply mandatory 

information (e.g. movement licence for livestock) and are directed by 

stewards to the correct location for housing of the animal or setting 

up the exhibit. For certain livestock classes, animals are weighed after 

check in with their weight recorded in the system and used to split 

the overall class into a number of sub classes.  

 Class “check in”, each exhibitor presents themselves and/or their 

animal for the relevant class. Steward checks to ensure the correct 

catalogue number is being worn/displayed.  

 Judges supported by section Stewards complete the Judges book 

which contains two carbon copies (livestock only) of the results for 

each class. One copy is dispatched by runner to the Award’s office 

where they are entered into the database by temporary staff. The 

entry of results, automatically results in the population of any 

relevant championship and/or special classes. These are then 

conducted, and the results captured as per the process for normal 

classes.  

 There is a “live” link between the existing award recording feature 

within the database and RWAS’ website. Through this link, results are 

updated live on the website / show App / and S4C TV broadcasts, once 

they are entered into the database. (There are improvements to be 

made to this interface as current system is time consuming for staff) 

 Judges supported by Stewards present awards and/or place cards 

which have been handwritten or pre-printed to exhibitors who place 

in a class. The appropriate awards for each class were “pre-picked” as 

part of the pre-show process. 

 For livestock specifically, the following need to also be supported by 

the database: 

o Compilation of a Commentator Parade Report at the end of 

each day.  

o Recording of “no shows” for a class within the judges’ book 

so that the database can be updated to revoke, if 

appropriate, the refund of any deposit associated with an 

entry.  

o Horse Parade Cards – A record is kept of whether horses 

present for the relevant parade. If they do not then the 

database needs to be updated so exhibitor does not receive 

any prize money due them. 
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o Pen Cards – Printed using information gathered during the 

application process and issued to Stewards so they can be 

attached to the relevant animal pens, so exhibitors know 

where to house their animals.  

o Horse and Sheep Dogs – The winners of certain events go 

forward to a “Champion of Champions” parade and receive a 

free ticket for entry on the final day of the event and for 

horses, a free stabling night on the Wednesday. 

 

 

Competitions Post Show  

Immediately post event, there is processing which takes place to close the show.  

 Judges Books with remaining carbon copy or hand written duplicates 

of class results are returned to main office. Results contained in 

judges’ book are checked against those recorded during the show. If 

necessary, results are updated/amended.  

 For Livestock competitions, a flag is applied to relevant entry should 

they have not presented for a class. This is to ensure that when 

refunds of deposits are performed, the appropriate entry is not 

included as they have forfeited their right to a refund by not 

presenting for the class. Additionally, horse parade cards are 

reviewed and where necessary a flag applied to the appropriate entry 

should they have not paraded the animal without a valid reason. This 

ensures that this entrant does not receive any prize money owed to 

them.  

 Finally, all customer account balances are checked to ensure there 

are no outstanding payments. This should not be the case; however, 

the check is performed before any refunds or prize money are issued.  

 The final action for each event is to run a BACS report containing the 

bank details and all money due back to customers. Funds owed will 

have arisen due to one of the following: 

 

o Deposit refund  

o Refund of services not provided (e.g. caravan plot) 

o Award of Prize Money  

 

The BACS report generated from the database containing the 

appropriate balance to be paid to each customer is uploaded to 

RWAS’ bank account from where it is paid to the relevant customer.  
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Competitions with exceptions 

The following competition type contains some key differences which need to be factored into the new 

database: 

 

 Shearing – This largely follows the core competition process with the 

following exceptions: 

 

 System must date/time stamp all entries as they are received.  

 “On the day” entries into competitions need to be supported as these 

occur if there are spare places in a heat. This necessitates an option 

for a member of RWAS staff to be able to manually create an entry. 

The system will also need to be capable of logging a “cash” entry fee 

payment.   

 System must be capable of creating the heats by dividing the total 

entries of a class by the stated heat size (3 or 6). The entries must be 

sorted in reverse order with the first to enter being placed at the end 

of the last heat.  

 The shearing competition utilises a bespoke scoring system. This is 

pre-populated using a CSV export from the database containing the 

following information: 

o Heat No.  

o Catalogue No.  

o First Name 

o Surname 

o Bisca No.  

o Left Hand (Yes/No) 

o Flexible (Yes/No) 

o Country (Nationality) 

o Exhibitor No. 

The file is emailed to the scoring system provider who uploads it to 

the scoring system.  

 Once the shearing competition has been completed, a USB containing 

the results is passed to RWAS for upload onto the RWAS website. (IT 

provider formats documents for use by RWAS) The results are then 

manually entered into the database for prize money to be paid out in 

line with main competition process outlined. (“on the day” entries 

must also be able to be entered post event to allow the payment of 

prize money and assignment of a catalogue number)  

 A significant opportunity for improvement would be to have an 

integration which allowed information to be passed between the 

database and shearing competition scoring system thus eliminating 

the need for manual data transfer or entry.  
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   Key Areas for Improvement 

 New Class Numbering System & Exhibitor Numbering System – The existing 

system using sequential numbers which start at one within each competition 

results in numerous instances of the same reference. This will not best 

support a move to electronic publications with search facilities. It is therefore 

proposed that a new system generated reference using pre-determined 

prefixes with each entrant into a class being assigned a sequential number 

suffix, be used instead.   

 Introduction of a customer portal through which applications to enter 

competitions can be submitted electronically with linked electronic payment 

would be a significant improvement. Especially where this functionality was 

integrated directly with the underlying database removing the need for any 

operator intervention to move/enter data.  

 Expanding the use of the customer portal to enable sharing of information 

with exhibitors and eventually electronic ticketing and passes would remove 

all hard copy communication resulting in a significant labour and direct cost 

saving.  

 

   Further to the above “areas for improvement” are additional developments 

   which have been outlined in phase 2 – Proposed Future Developments.  
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Sponsorship   

 

 
 RWAS offer sponsorship packages for each event. These can be for broad elements of the 

 event or specific components e.g. a competition class. Attempts have been made to create 

 structured packages; however, each customer effectively has their own bespoke package. To 

 enable this activity to proceed there are two key activities which a system needs to support; 

 configuration of an event and sponsorship packages and processing of customer specific 

 requirements. As the year to year activities of RWAS remain broadly unchanged, it would be 

 useful for any system to be able to replicate the previous year’s event structure, sponsorship 

 packages/products and customer specific requirements with these then being edited to 

 provide the current year’s event requirements.  

 

 The first phase for any event is to setup the Sponsorship Product List. As outlined above this 

 changes very little from year to year so copying the structure of the previous year’s event and 

 then making appropriate amendments would offer significant time saving: 

 

 Step 1 

Clone previous year’s event template. This should pull through all relevant 

products from the previous year. There is a dependency in that one of the 

products offered is the sponsorship of individual competition classes or 

sections. These do change from year to year and confirmation of whether a 

class or section is going to be available for sponsorship will not occur until the 

relevant competition schedule has been updated by the appropriate 

department. Once all schedules have been updated, then the relevant 

sponsorship product should be linked to the class and/or section.  

 Step 2 

Once all the competition linked sponsorship opportunities have been updated 

with current prices etc. A complete list of all remaining sponsorship products 

needs to be created within the system. These products are then “linked” with 

the relevant customer. As a minimum for each sponsorship product, the 

following information is required: 

o Name of Product,  

o Location 

o Day/time  

o Value  

o General comments and  

o If appropriate the class/section link.  

 

   Once the full product list has been completed, arrangements for existing and 

   new sponsorship customers can be created. New customers are liaised with 

   to their requirements and package requirements are fed into the system. If 

   an existing customer, then the first step is to “pull through” their  
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   contract/agreement from the previous year’s event. The detailed  

   requirements which would be listed on the new customer contract or  

   previous year’s contract are as follows: 

 Banner list  

 Ticket requirements 

 Catering requirements 

 Car park passes  

 Advertisements (e.g. within catalogue/programme) 

 Announcements  

 Various other entitlements  

 Tradestand 

 Social media 

 Website listing 

 Public addresses 

 

The existing customer’s contract/agreement would be updated as necessary to reflect 

any changes which have been requested following last year’s event.  

 

At this point both new and existing customers follow the same process outlined below 

for their service requirements to be processed and finalised ahead of the event: 

 

 Step 1 

Phase 1 letter (contract/agreement) outlining the sponsorship package which 

has been agreed including list of products and prices produced from database 

and issued by post in hard copy format. Customer confirms whether outlined 

arrangements are correct.  

 Step 2 

Based on services which have been agreed through Phase 1 letter 

(contract/agreement), an invoice is raised and dispatched to the customer for 

payment via credit/debit card, cheque or BACS. 

 Step 3 

Phase 2 letter is sent nearer the event requesting the following information 

in support of delivering the requested services forms are returned for the 

following to be manually input: 

 

o Banners – Confirmation is provided of any stock held onsite. This is an 

additional element which needs to be tracked on a customer by 

customer basis within the database. If additional Banners are to be 

provided, then labels are supplied with the letter which need to be 

applied to the Banners when they are sent into RWAS so it can be 

easily identified which customer they belong to.  

o Sponsors Luncheon Attendees – Details of each attendee provided.  

o Public Address Announcements – A form is supplied per class/section 

being sponsored with the customer needing to supply the following 

information: 

 Company Overview  

 Name of Presenter  
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 Contact Details of Presenter 

 

All information is captured in Phase 2 letter and then returned to RWAS by 

email or post where it is then logged against the customer’s record within the 

database.  

 

 Step 4 

Prior to the event, a pick list is produced from the database for each customer 

listing their allocation of the following:  

o Tickets  

o Sponsor’s Badges – Not dispatched but left in Sponsor’s pavilion to be 

collected during the show.  

o Car Parking/Vehicle Passes 

o Sponsor’s Luncheon Invites 

o Meal Tickets 

(A mail merge list is created that takes into account multiple contact 

addresses for each sponsor for the distribution of any individual product 

being sent out via post)  

The above are then packed in envelopes with a covering letter and dispatched 

to the relevant customer by post.   

 Step 5 

As part of the event setup, a report is produced from the system detailing the 

banners which the Banner Team need to erect and where they are to be 

located onsite. This is supplemented where required by diagrams showing 

within each location where a banner is to be located.  

 Step 6 

In advance of the event, a reports detailing all the commentary 

text/announcements are exported from the database as a word document. 

These reports compile all the announcement text supplied by customers via 

their Phase 2 letter into a section, time ordered reports which is printed and 

issued to the event announcers.  

 

In addition to the materials which are tracked through the database, a separate 

spreadsheet tracker is used to keep track of whether graphic content for printed 

advertisements within publications such as the programme or display screens have 

been provided.  

 

  Areas for Improvement 

  The majority of Communication and supply of information is being facilitated through 

  hard copy materials posted between the parties. This is inefficient for both RWAS and 

  the customer. It also creates a lack of visibility as to the progress of applications. This 

  is another area where moving applications and correspondence to an online customer 

  account would be of benefit to both RWAS and the customer.  The tracking of in kind 

  sponsorship items would be beneficial for the delivery information time date location 
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  to be delivered to on site. The tracking of contract / deal expiry dates would also be 

  needed in nay new system.  

 

Stewards   

 

 
 As outlined in the RWAS organisation overview, all events are supported by both the  

 permanently employed members of staff and the volunteer staff which RWAS call Stewards. 

 Stewards are assigned to sections, the heads of which then assign them to individual tasks. 

 RWAS maintains a database of all stewards, past and present containing the following 

 information: 

 

 Steward No.  

 Society Member (Yes/No) 

 Membership No. (if applicable) 

 Surname  

 Initial  

 Title  

 Address (inc. Post Code) 

 County  

 Qualifications  

 Telephone Numbers.   

 Caravan / Electric 

 

Stewards have already been assigned roles based on attendance at the previous year’s 

event. This is structured as follows: 

 Group – “Section” within the show to which Steward has been assigned 

(department, competition etc.) 

 Section – The class or sub competition/department to which the Steward has 

been assigned  

 Job Title  

 Judging Days – Day and date of the competitions which the steward is 

overseeing (if applicable)  

 Meeting Days – Pre-defined statement applicable to some Stewards  

 

The following workflow is followed for appointing stewards to each event: 

 

 Step 1 

Report is run from system listing all Stewards who supported the previous 

year’s event. This includes the section to which the Steward was attached 

and their job title. This report is issued to the Honorary Directors and Chief 

Stewards of each section. The report is reviewed, and a proposed list of 

amendments is supplied together with a list of the new Stewards who are to 

be appointed.  
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 Step 2 

Report from Honorary Directors and Chief Stewards is used to update the 

database creating an approved list of Stewards for the upcoming event.  

 Step 3 

Invitation letters are issued confirming the Stewarding role which the 

volunteer is being invited to take up. The Steward responds to this letter 

confirming whether they are able or not to take up the offered role. If they 

can take up the offered role, then they will have confirmed on the provided 

form, their caravan requirements (including whether or not an electric hook 

up is required) and whether they are happy to have their name/address 

published within RWAS publications. The electric hook up is chargeable and 

so if the Steward has selected this option their response form will be 

accompanied by a cheque for the appropriate amount. All letters/forms are 

issued in hard copy format by post and returned in the same format.   

 Step 4 

Database is updated with responses from Stewards. The system supports the 

tracking of responses so that those Stewards who have failed to respond can 

be chased by phone.  

 Step 5 

Once responses have been supplied by all Stewards or those that have still 

failed to respond have been discounted, then any remaining gaps will be 

filled by candidates proposed by the Honorary Director or Chief Steward for 

the Section. Step 3 and 4 will then be repeated for these individuals.  

 Step 6 

Once a full quota of Stewards has been secured for an event, then caravans 

are plotted, and the Stewards record updated with the relevant caravan plot 

no.  

 Step 7 

In the lead up to the event, a pick list and confirmation letter is prepared for 

each Steward. The pick list details the tickets and vehicle/caravan passes 

which should be dispatched to each Steward. These items are then picked 

and dispatched with the confirmation letter (confirms caravan plot no., 

meeting times etc.) and Steward’s Handbook by post, along with the Health 

& Safety documents and their rota for the week. 

 Step 8 

Once all packs have been issued to the event Stewards, the following reports 

are created for the Honorary Director, Chief Stewards and other 

departments to support their event preparations: 

o List of Stewards including the days they are attending and the hours 

they have committed to providing.  

o List of Stewards to be added to the event Catalogue  

o List of the different caravan parks and the stewards which have been 

assigned plots with their corresponding plot no. 
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 Step 9 

A Thank you letter is produced from the database and mail merge lists for 

printing both letter and address labels 

 

 

Areas for Improvement 

 
All communication is undertaken via hard copy forms and post with 

information being manually entered into the database. Moving to an online 

account structure which enables information to be supplied electronically 

and directly injected into the underlying database for processing and linking 

this with electronic payment via credit/debit card for chargeable services 

would improve efficiency/productivity.  

 

 

Judges   

 

 
One of the key elements of all RWAS events is appointing and administering the network of 

judges who will be responsible for judging the competitions. The future system will need to 

be capable of supporting the following process which is used to secure judges for each of 

RWAS’ events: 

 Step 1 

Individual RWAS committees propose judges which are then sent to the RWAS 

board for approval. This approved list is then supplied to RWAS admin for 

processing.  

 Step 2  

The following information is recorded on an excel sheet for each primary and 

reserve judge on the approved list:  

 

o Title  

o First Name  

o Surname  

o Address (inc. Post Code) 

o Telephone No.  

o Email Address 

 

 Step 3 

A mailing list is produced from an excel to which the standard judge’s 

invitation letter, acceptance form/return/declaration and accommodation 

request form is posted in hard copy format.  

 Step 4 
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Judges complete and return all paperwork by post. If no response is received, 

they are chased twice, whereupon the reserve judge will then be contacted 

in the same manner as detailed in Step 3.  

 Step 5 

Upon receipt of the completed paperwork, the judges’ record is updated with 

all necessary information. If the judge declines, then as per Step 3, the reserve 

judge is contacted.  

 Step 6 

If the judge has requested accommodation to be booked on their behalf, then 

accommodation is booked in line with their request and the excel updated 

accordingly. Currently, accommodation is provisionally booked, and a hard 

copy letter issued to the judge confirming they need to make contact with the 

accommodation to confirm the booking and make payment which is then 

reimbursed by RWAS.  

 Step 7 

Approx. 2-3 weeks before the event, a report is generated from the excel 

which supplies a “pick list” for each judge detailing which tickets, badges, 

passes etc. they are to receive based on the details supplied within their 

acceptance form/return/declaration. These items together with a covering 

letter are then posted to each of the judges.  

 Step 8 

After the event the excel is used to produce a mailing list enabling a thank you 

letter with expense claim form to be posted out to each judge. This is then 

completed by hand and posted back for processing.  

 

   Areas for Improvement 

 

 There are several process changes which can be made to improve efficiency. 

 Additionally, a move to electronic communication via an online portal which 

 interfaces directly with the underlying database would improve efficiency and 

 reduce costs by eliminating printed paperwork and postage.  
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Membership  

 

 
 The system will need to be capable of administering RWAS’ membership programme 

which consists of three basic types; an annual membership paid via direct debit and a 

life membership paid as a single one-off fee or in agreed instalments, and the third a 

member taken out at another time of year paying either via Cheque / phone/ card or 

at the events on the gate. Further the system must support delivery of the additional 

services to which members are entitled such as the member’s caravan park at the 

Royal Welsh Show. Please find below an overview of the key activities associated with 

administering RWAS membership: 

 Bank Direct Debit reports are continuously monitored for instructions to 

cancel or update direct debit mandate. This is supplemented by calls, emails 

and letters in relation to cancelling/updating membership. Regardless of 

which method is used to notify RWAS about cancellations/changes, the 

database is updated accordingly.  

 Annually in January, a report is run from the database which is used by 

accounts to run the direct debit used to collect annual membership due on 

the 1st February.  

 Annually in May, a report listing all current members is produced and sent to 

RWAS printers so that the Journal and accompanying AGM invite, agenda and 

location map can be posted in hard copy format. The AGM invite includes an 

RSVP slip which must be completed and posted back to RWAS so a confirmed 

list of attendees can be produced. This is used to ensure appropriate levels of 

catering etc. are provided for the event.  

 Annually in June, members receive a pack containing their membership 

badges, used to obtain access to the Royal Welsh Show. The system provides 

a “pick list” confirming which badge type should be issued to each household 

as there are multiple different types. Included within the pack are the 

following hard copy materials: 

 

o Royal Welsh Show Programme  

o Royal Welsh Show Map 

o Feature County Insert 

 

All materials are posted out. In total approx. 7,000 packs where posted for 

the 2019 Royal Welsh Show.  

 

The following process is used to register new members: 

 

 Step 1 

Application form accessed from website, completed by hand, signed and 

posted to RWAS.  

 Step 2 
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Application processed, membership record created, direct debit mandate 

posted to bank for processing (original copy). 

 Step 3 

Membership account with bank details for BACS added to database. Direct 

debit setup with RWAS bank.  

 Step 4  

At the end of every month a report is run which lists all new members who 

have joined during the month. This is sent to RWAS board for approval.  

 Step 5 

Once approved by board all new members then receive a welcome letter. 

 Step 6  

At the end of the year in which the new member has applied, they will receive 

a letter confirming how much their direct debit will be for coming year.  

 Step 7 

As per the existing membership, A BACS report is produced from the database 

and sent to RWAS’ bank with funds “pulled” through on the 1st February of 

the year following that in which the application was made.  

 

In addition to the benefits outlined above, RWAS members are entitled to apply for a 

place in the Royal Welsh Show members’ caravan park. This follows the below 

process: 

 

 Step 1  

A letter is sent to eligible members with notification of application 

window dates to download an application form from the website. (Those 

wishing to apply for the first time can also download the caravan 

application form from the website). 

 Step 2  

Members complete the application forms by hand and post them 

together with payment in the form of cheque / pay by phone or give card 

details on the form to RWAS for processing.  

 Step 3 

Application forms processed and entered onto database. 

 Step 4 

Once all application forms have been submitted (first come first served), 

caravans are “plotted” and customer records updated with the 

appropriate plot no.  

 Step 5 

Letter generated for all successful applicants stating they have been 

allocated a caravan plot. Hard copy letters dispatched by post.  

 Step 6  

Letter generated for all unsuccessful applicants offering a place at the 

alternative members caravan site (Wernfawr & North 1), or a place on the 

waiting list. Hard copy letters dispatched by post.  

 Step 7 

Unsuccessful applicants respond by application form confirming their 

preference. If placed on the waiting list, they remain there until the 
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waiting list is closed at which time their payment is returned. (Payments 

are only taken for successful applications, those on a waiting list will not 

pay unless allocated a plot. Cheques are held to either be destroyed or 

returned to the customer in the post at the customer’s request). 

 Step 8 

Report produced from database confirming the plot no. and “pick list”. 

This is used to pack appropriate selection of passes. All letters and passes 

together with supporting information sent in hard copy format by post 

Areas for Improvement 

 All communication, application forms and information supplied as part of the 

 membership programme is in hard copy format issued by post. Additionally, 

 cheque is still used as a key form of payment outside of the collection of the 

 annual membership dues. This is inefficient and expensive and so RWAS 

 would be looking to prioritise a new approach which facilitates electronic 

 communication and payment via the proposed online customer portal with 

 information injected directly into the new underlying database.   

 

 

Trade Stands/Mobile Catering  

 

 
 Overview of the existing activities which would need to be accommodated by the new system. 

 There are essentially three key workflows which the system would need to accommodate. 

 These are replicated across all three events: 

 

 Existing Customers:  

 

 Step 1 

All paperwork from previous event reviewed and updated, including 

schedule of rates. Updates made following relevant Trade Stand 

committee meeting.  

 Step 2  

Application packs issued with a contract/agreement based on 

services supplied at the previous year’s event but with the uplifted 

rates. Included with the contract/agreement is a risk assessment and 

insurance details form. These are completed by the applicant and 

returned together with a cheque. Applicants can at this time opt to 

edit/amend the services which they wish to procure. Payment is 

made in line with the service total which they calculate themselves.  

 Step 3 

Upon receipt of the completed application and cheque, the details of 

last years contract are pulled through and updated accordingly. If the 

applicant has requested additional space or to move to an alternative 
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location, then a note is made on their account to be reviewed once 

all other completed applications have been processed. An invoice is 

generated and marked as paid if a cheque for the correct amount has 

been supplied and is cleared. Payment can also be made by 

credit/debit card or BACS. At this time the integration with the Auto 

CAD system (please see details below) results in the relevant plot on 

the Trade Stand map being turned white in recognition that its’ 

occupier is “paid up”.  

 

 Step 4 

Once all applications have been received and processed, requests to 

move or increase plot sizes are considered based on the spaces which 

have “opened up” as a result of customers choosing not to return. It 

is also at this time that new applications are considered (see new 

applicant process). These changes are plotted on the Auto CAD 

system with the details automatically pulling through into the 

database system. A feature which must be retained in the future 

system. Changes to plot size and offers of new plots must be able to 

be given an “under offer” designation on both the system and Auto 

CAD site map. Once existing/new customers agree to a new plot or 

changes to an existing plot’s dimensions then they undergo Step 2 

and Step 3.  

 Step 5  

Once all changes have been agreed and finalised following Step 2 to 

4, then the Trade Stand map/plan is circulated for final approval. The 

Auto Cad map is used as the basis for creating public facing maps for 

incorporation in the event programme. These are created using 

Adobe Illustrator.  

 Step 6 

A range of reports are generated to produce information for 

incorporation into the various show publications. All information 

within these reports is extracted from the customer records which 

have in turn been updated from the contract/agreement supplied by 

existing customers or application forms completed by new 

customers.  

 Step 7 

Approx. 4 weeks prior to the event a report is produced which 

produces a pick list for each customer confirming which tickets and 

vehicle passes they should receive in addition to the standard Trade 

Stands Exhibitor information booklet and booking confirmation 

letter, detailing the services they have procured and location, size etc. 

of their stand. All these items are then packed on a per customer basis 

and dispatched by post.  

 Step 8 

From the Auto CAD system and database, a series of 

diagrams/reports are produced to assist the installation of the 

following services: 
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o Electrics – Site diagram and report of company name, plot 

no., type of supply required 

o Tentage Contractors – Site diagram and report of companies 

and locations 

o Water – Site diagram and report of company name, plot no. 

and standpipe required (yes/no) 

 

 

 Step 9 

Auto CAD diagram of stand layout and dimensions used to “mark out” 

site ahead of event.  

 Step 10 

During the event, easy access to customer information and details of 

applications is essential in order to support the following key 

activities: 

o Answering customer queries/providing support 

o Monitoring of the event to ensure relevant rules/regulations 

are adhered to and that not unauthorised stands are being 

erected.  

o Monitoring setup and break down  

o Requests for additional services e.g. electric, water etc. These 

must be captured for post-show billing.  

 Step 11 

Post event billing of additional services, invoices issued, and 

payments chased. Payments made by cheque, credit/debit card or 

BACS. This constitutes the closure of this event whereby the process 

repeats itself for the next event in the calendar. 

 

 New Customer:  

 

 Step 1 

Enquiry for Trade Stand is received by email or phone.  

 Step 2 

Contact details of enquirer logged on database.  

 Step 3 

Report produced from database listing all organisations enquiring 

about a trade stand so application packs can be sent out by post for 

completion.  

 Step 4 

Application form completed and returned with supporting 

information to RWAS by post. Marker added against contact on 

database to confirm an application has been received. This includes 

the event they have applied for and the year. This enables a record to 

be created of all the events which have been applied for 

unsuccessfully so RWAS can prioritise allocation of new plots. 

 Step 5 
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Once all previous customers have confirmed their attendance and 

requests to move or increase the size of plots have been 

accommodated then any spare plots become available to new 

applicants. At this point all new applications are reviewed and based 

on available plots and an enquirer’s history of applications, applicants 

are selected to receive the spare plots. From this point they follow 

the same workflow as the “Existing Customers”.  

 

 

 Mobile Catering: 

 

 Step 1  

Enquiry from prospective caterer received and record created with 

their contact information.  

 Step 2 

Prior to each event, mailing list generated with all new and existing 

caterers who have expressed an interest in catering at the upcoming 

event. Tender documents for available catering pitches issued by 

email and post to full list of catering contacts.  

 Step 3 

Caterers complete and submit tender response with all necessary 

supporting information. Tender submissions submitted by post using 

a recorded delivery service.  

 Step 4 

Caterer’s record updated to indicate that a tenderer response for the 

upcoming event has been received.  

 Step 5 

Details of each tender submission added to tender response matrix 

(spreadsheet) for review by appropriate RWAS committee.  

 Step 6 

Following committee review and down selection, final lot winners 

selected and appropriate records within the database updated with 

details of winning tender.  

 Step 7 

Report generated from database listing all successful bidders who are 

then sent a “show pack” in which they can confirm the details of the 

services they require (e.g. tickets, vehicle passes, electrical 

requirements etc.). These are issued and returned by post.  

 Step 8 

Processing of completed “show pack” and subsequent issuing of 

contract/agreement, payment processing etc. as per “Existing 

Customer” workflow.  

 

 Auto CAD System Integration (Mapper module)  

 

A key component of the trade stands module will be integration with the 

existing Auto CAD System which is used to map the showground and the 
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location of Trade Stands and trade stand services (e.g. water, electric etc.). 

The existing integration operates as follows: 

 Stand size required is set within the database, length and width in 

metres.  

 A plot with the correct dimensions is simultaneously created on the 

Auto CAD diagram of the site. This is then dragged into the correct 

position on the site map with its’ corresponding X/Y location 

communicated back to the database and stored against the relevant 

customer record.  

 The Auto CAD site map has multiple layers which include the site’s 

utility network. As additional services are selected against a 

customer’s trade stand application (e.g. electric) the plot on the Auto 

CAD site map is updated automatically to show connection to the 

relevant services. 

 The Auto CAD integration includes application status with regards to 

each plot. This is achieved by giving each plot the following shading 

based on an application’s status: 

o No Colour – Not Confirmed  

o White – Confirmed, paid  

o Red – Reserved, awaiting payment  

o Pink – Change in stand size requested 

o Orange – Customer not returning, plot available  

o Blue – Move or change of stand size requested  

 

 Design features that need to be retained 

 

 This module needs to be capable of supporting multiple entities 

(organisations) on each plot with relevant information, tickets and passes 

sent to each organisation. For example, an organisation purchasing the plot, 

a separate organisation building the stand and then an event company 

running the stand on behalf of the client. Each customer account needs to be 

capable of logging this information and ensuring the correct information is 

sent to each entity.  

 

The system needs to be capable of recording all applications, even those that 

unsuccessful in order to create a waiting list that can be contacted when 

spaces (plots) become available.  

 

Areas for Improvement 
 

There is a heavy reliance within the existing workflows on the use of hard 

copy application forms and post with traditional methods of payment such as 

cheque. Any future design should consider utilising the proposed customer 

portal or another suitable methodology to deliver the required functionality, 

prioritising a move to electronic forms with linked electronic payment.  
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Finance   

 

 
This department does not directly use the existing database, however, RWAS’ Sales Ledger is 
effectively split between the database and RWAS’s accounts package, Sage. The full Sales 
Ledger activity including the following activities for RWAS Competitions, Membership 
Sponsorship and Trade Stands is managed through the existing database: 

 

 Invoicing  

 Issuing of Credit’s/Refunds 

 Tracking of individual customer account balances (credit control)  

 Aware of prize money  

 

Reports are generated from the database for accounts to update the relevant nominal 

ledger in Sage with sales, refund/credit and prize money activity. In support of 

credits/refunds and prize money, the database is capable of producing a BACS report 

which can be uploaded to RWAS’ accounts package to drive the issuing of funds via 

this payment method.  

 

As outlined in the “Membership” section, the existing database is also capable of 

producing a BACs report to drive the collection of membership dues under the Direct 

Debit mandates signed by RWAS members.  

 

The invoicing, issuing of credits/refunds and monitoring of customer account balances 

for all other activity types is managed through RWAS’ Sage Accounts package. 

 

The existing approach which splits sales ledger activity over two separate systems 

with manual transfer of data utilising exports (reports) is undesirable and creates a 

lack of transparency making it difficult for responsible stakeholders to apply the 

appropriate level of Financial Governance. The future system design will need to 

incorporate an integration with RWAS accounts package which addressed this issue 

while still allowing the transaction types outlined to take place within the operational 

workflows.   

 

 

 

 

 

 

 

 

 

 

 



 

39 
 

 

Phase 2 – Proposed Future Developments 

 

 
As outlined above the initial focus through phase 1 is on replicating existing system functionality 

and incorporating the new online portal interface for customers to access services and 

receive/supply information. Following this, these are the key additional areas of functionality 

which RWAS would look to incorporate into the system: 

 

 Welsh Ploughing Association 

This is a small society which is administered by RWAS. It follows, on a smaller scale, the 

same structure with regards to membership as RWAS. A desired future development 

would therefore be the ability to support multiple “membership” programmes from the 

database.  

 

Beyond the membership programme, the Welsh Ploughing Association run one 

competition per year. These competitions are structured in the same manner as the 

existing livestock and non-livestock competitions outlined in Phase 1 – Existing 

Functionality.  

 

 

 Lease Holders (Facilities) 

The Builth Wells Showground contains several permanent buildings which are owned by 

RWAS and then rented on long term contracts to 3rd parties.  All lease agreements are 

tracked through a spreadsheet tracker which is used to drive lease renewals etc. Tenants 

are invoiced on a monthly basis for the agreed rental amount plus recharge of utility costs 

which are calculated based on meter readings undertaken by the Estates Team and 

reported on paper to the Assistant Operations Officer. Invoicing takes place from Sage 

accounts.       

 

 Marketing 

This department are involved in traditional marketing activities but are also responsible 

for event media accreditation and access arrangements. This is managed through the 

below process: 

 Step 1 

Relevant form printed from RWAS website by media organisation representative 

and filled in by hand with detailed requirements. Posted to RWAS for processing. 

 Step 2 

Completed form received by RWAS and processed. Details added to a spreadsheet 

tracker which is also used as a mail merge document and register during the 

event.  

 Step 3 

Mailing list generated from spreadsheet to enable emails to be issued from email 

marketing platform to all media organisations confirming access arrangements 

etc.  
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 Step 4 

Based on requirements detailed in the tracker spreadsheet, electronic tickets 

and/or paper tickets for entry are printed and issued. These might also be 

accompanied by vehicle passes which are only available in hard copy format and 

would be posted.  

 Step 5 

During the event the tracker spreadsheet is used to register when organisations 

have attended the Press Office on the first day of the event to exchange their 

ticket stub for a “Press” badge which will then be used to gain access on all 

subsequent days. A record will also be kept of whether they have obtained the 

free copy of the event catalogues which they are entitled to. In addition, for 

photographers a record is kept of the numbered arm band that they are issued so 

that their movement around the show ground can be monitored and so they can 

be identified by event participants/attendees.  

 

The above process is labour intensive and inefficient due to the use of paper forms which 

must be printed and posted. Additionally, from year to year the process is highly repetitive 

as the same organisations tend to always attend with roughly similar requirements. To 

this end, it would be beneficial if this requirement could be incorporated into an electronic 

system in which details of previous requests and correspondence could be tracked. This 

system should incorporate a customer interface through which requests for upcoming 

events could be made electronically and information, ticketing etc. then received by 

return through the same interface.  

 

In addition to managing media accreditation and access arrangements, RWAS marketing 

department is also responsible for managing social media accounts. As is to be expected, 

these are frequently used in the build up to and during events as means for attempting to 

reach RWAS with questions/issues. These are currently extracted and sent to the relevant 

department as either a handwritten note or email. This unstructured approach makes it 

difficult to keep track of what has been actioned. An ability for these notes to be made 

directly against a customer account within the new electronic system with a flag applied 

as a reminder would be a more robust approach and ensure all questions/issues are dealt 

with in a timely manner.     

 

 

 Publications  

RWAS produce a range of publications which are virtually all printed in hard copy format 

and issued by post to an agreed mailing list extracted from the existing database. This 

result in a significant spend annually on printing and posting. RWAS would therefore be 

interested in exploring approach which would allow information to be shared 

electronically with the appropriate audience whether this be through electronic mailers 

or in a more targeted manner through the proposed online customer accounts.  

 

 Conference and Events – RWAS rent the facilities at the Builth Wells show ground out to 

3rd party events. There is currently no formal electronic system in place to manage this 

process which is outlined below: 
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 Step 1 

Phone call or email to enquire about availability/services offered. 

 Step 2 

During the call or by email, confirmation of the ability to host the proposed event 

is confirmed.  

 Step 3 

Standard booking form confirming outline requirements raised by Conference 

and Events Officer and issued to applicant by email. Applicant prints, signs and 

posts the form back to RWAS.  

 Step 4 

When signed form is returned, Conference and Events Officer updates Outlook 

calendar and paper diary with a note of the new event. Signed application form 

filed.  

 Step 5 

1 week prior to the event, Conference and Events Officer contacts customer to 

confirm detailed requirements (e.g. seating, audio visual setup etc.). These are 

noted under the Outlook calendar event in the notes section.  

 Step 6 

“Work Sheets” detailing the requirements for each event issued to RWAS Estates 

Team the week before the event so they can ensure the appropriate setup is in 

place for each customer.  

 Step 7 

Event proceeds, Conference and Events Officer provides a site briefing.  

 Step 8 

Invoice raised following event and sent to customer for payment. Invoice is raised 

direct from RWAS accounts package, Sage.  

 

 

Most major 3rd party events run every year unless RWAS are notified to the contrary. Some 

of these events have 5-year agreements in place. For those that do not, they are issued 

with a new contract/agreement each year. This states the same requirements as last year 

which can be adjusted if required but with the uplifted rates for the New Year. This is 

approved and “signed off” by the customer with the event then proceeding in line with 

Step 5 to 8 of the above process.  

 

All contracts are stored in a filing cabinet within RWAS main office with events managed 

through the paper diary and outlook system outlined above.  

  

 

 Estate Manager 

Further to the Conference and Events function above, creating an interface through which 

worksheets for 3rd party events could be supplied to the Estates Team would improve 

visibility of requirements. Included within this would be an asset register through which 

the assets used to deliver 3rd party events could be assigned and tracked, thus preventing 

situations occurring where assets have been double booked or insufficient supply.  
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Some items of improvement are aspirational and will need further internal decision making to clarify 

the future actions and capabilities of the events and the functionality of the Society. 

 

 Electronic Vehicle Passes & Ticketing  

Members of the general public can gain entry to events through purchasing online an 

electronic ticket which is scanned at the entry gates. This system utilises QR codes which 

can be read from a mobile device or printed out. Upon reviewing other technologies for 

managing access, RWAS believe that this is the solution which should be scaled to replace 

all other existing forms of entry ticket and vehicle passes. Beyond the existing event access 

tickets, RWAS would be looking for the following to be incorporated into this approach: 

 Members Access – Currently the Member’s badge is used to gain access. It is 

planned to replace the existing annually issued badges with a permanent badge 

which can be worn to multiple events. Members will then be issued with an 

annual membership card containing a QR code which will allow access to events 

and membership benefits.  

 Vehicle (Caravan Passes) – All existing paper passes will be replaced with 

electronic passes using QR codes.  

 Judges and Stewards – As with members, both judges and stewards will be issued 

with a reusable card which will be used to gain entry to multiple events and access 

the range of support services (e.g. meals) which are supplied as part of their 

benefits.  

 

 

 

 Electronic Communication 

The system should be able to support an eventual move to all communication between 

customers and stakeholders together will all publications being electronic as part of RWAS 

sustainability commitment to eliminate paper/post.  

 

 

 Self Service Caravan Selection 

Caravan plotting for all sections (e.g. livestock, membership etc.) is currently a manual 

process. In the future, RWAS would like to offer customers and other stakeholders the 

option to book this service on a self-service basis. This should operate in a similar way to 

the booking of airline or theatre seats; however, it will need to offer an option for 

preferential selection of plots through something like an early purchasing window open 

to select groups of individuals. 

 

 Self Service Stable Selection  

As with Caravan plotting, which is currently a manual process, RWAS would like to move 

to self-service selection of stables. This new functionality would need to have the ability 

to only offer suitable stable selections based on the specification of the horse being 

brought to the event. Additionally, the system will need to support group bookings of 

stables in order to enable multiple entrants to be housed together if they so choose.  

 

 Automatic Pen/Stall Allocation 
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These are currently manually allocated, however, RWAS would like the system to 

automatically map animals into pens/stalls based on the specification of the animals 

entered by an exhibitor/customer. Additionally, challenges have been experienced 

accurately mapping the pen/stall layout. Expanding the use of the Auto CAD system 

already in use by the Trade Stand Department would enable accurate maps of stalls to be 

produced ensuring that before an event takes place, an exact number of stalls and hence 

permissible entries is known.    

 

 Customer to Customer Contact 

For most of the agricultural community attending the event, one of the key draws are the 

livestock competitions. Traditionally the catalogue which supports the entire event, 

contained contact details for each Exhibitor so that they could be contacted should a party 

be interested in one of their animals. Due to the new GDPR regulations this approach has 

been amended, however, the introduction of revised electronic system offers an 

opportunity to re-introduce a “farmer to farmer” communication via RWAS online 

accounts. 

 

 Interactive Event Programme/Catalogue/Stewards information  

All publications for customers and other stakeholders are currently produced in hard copy 

format. There is a desire to move to electronic formats for all publications to reduce 

environmental impact, however, in doing this there is an opportunity to provide a value-

added service by making publications interactive in order to improve the experience of 

customers and stakeholders.    

  

 

 

 Event and Ring Side Checking in of Animals/Exhibitors 

At the moment, the activities of volunteer staff operating outside of the main office do 

not utilise any electronic system. Offering a mobile solution which ensures functions such 

as the event check in process at the main entrance gates and ring side check in to 

competitions can be facilitated electronically would provide a more robust and efficient 

solution.   

 

 In Ring Recording of Results with Live Ringside Results Display 

As outlined earlier in this document, results are currently recorded on paper and then 

sent by runner to the Awards office to be recorded. This is inefficient, error prone and 

does not support live reporting of scores or ringside display boards. A future development 

should be the incorporation of a mobile device which can be used by stewards in 

conjunction with judges to live record results. These should automatically be injected into 

the underlying database so that RWAS website, social media feeds, relevant 3rd parties 

and the ringside display boards can be updated live during the event.  

 

 

 

 Electronic Payments 

There is an increasingly widespread use of electronic payments, however, especially for 

items such as competition entries and purchasing of additional services (e.g. caravans), 

cheques are still being used as the primary payment method. Due to the increased bank 
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and labour costs associated with this payment method, there is a move to transition to 

electronic payment for all services and the system will need to be able to support this.  

 

 Supplier Suggestions 

RWAS and its’ consultants have given careful thought to additional ways in which 

technology can be used to improve productivity/efficiency and deliver added value 

(commercial advantage), however, as part of this exercise RWAS are looking to appoint a 

provider with whom a long term partnership can be forged. As such we would be 

interested to receive any other suggestion on future functionality which could be 

incorporated into this new system. Please outline this as part of your response and ensure 

it is costed separately. 
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Appendix 1 – Competition Entry Forms: 

 

The following personal information is captured for all competition types and events: 

Member/Non-member 

 Aelod / Member 

 Rhif aelodaeth CAFC - RWAS Membership Number  

 Ddim yn Aelod / Non-Member 
 
 
Personal Details (* marks compulsory fields to fill in) 

 Rhif Arddangoswr - Exhibitor number (If known) 

 *Teitl - Title (Drop down box Mr, Mrs, Ms, Miss, Master Etc) 

 *Enw Cyntaf - First name  

 *Cyfenw - Surname  

 **Enw fydd yn cael ei arddangos yn y catalog – Name as to appear in catalogue listing 
  

** Livestock & Equine Exhibitors - The name stated must be the legal owner or certified lease holder 
of all animals entered on this form 
 (Excluding equine entries for the Smallholding & Countryside Festival) 
 
• *Enw tŷ / rhif - House name/number 
• Cyfeiriad – Address  
• * Dre - Town 
• *Sir - County 
• *Gwlad – Country    
• *Côd Post - Postcode 
• *Rhif cyswllt - Contact number   
• Rhif Ffôn Symudol - Mobile number 
• *Cyfeiriad E-bost  - Email Address 
• Cyfeiriad E-bost  Anfoneb - Invoice Email Address (if different to above) 
 
 
* Manylion Banc – Bydd arian gwobrwyo’n ac ad-daliadau yn cael eu dalu drwy BACS. 
Bank Details – Prize Money and refunds will be paid by BACS. (No Building Society accounts accepted 
or overseas bank accounts) 

 *Enw eich Cyfrif / A/C name  

 *Côd Didol y Gangen - Sort Code  

 *Rhif y Cyfrfi Banc - A/C no  
 
Ambell dro gofynnir i’r Gymdeithas enwi arddangoswyr i’w gyfweld gan y wasg neu’r cyfryngau 
A allech chi ddweud os gwelwch yn dda a ydych yn fodlon i rywun gysylltu â chi (ydw/nac ydw) ac os 
ydych yn medru siarad Cymraeg (ydw/nac ydw).        
        
The Society is requested on occasions to identify exhibitors to be interviewed by the press or media. 
Can you please indicate whether you are happy to be contacted (yes/no) and whether you are Welsh 
speaking (yes/no). 
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The following are the date capture requirements for all livestock competitions across the three key 

RWAS events: 

Equine 

● Rhif Cofrestru Gymdeithas Brid / Breed Society Registration No  

● *Enw’r Anifail / Name of Animal  

● Lliw / Colour 

● Ydy’ch anifail ar werth / Is your animal for sale? 

● Enw Marchog/Tywysydd / Name of Rider/Handler 

● Dyddiad Geni’r Ceffyl / Horse date of birth 

● Bridiwr / Breeder 

● Tad / Sire 

● Mam / Dam 

● Rhyw / Sex 

● Uchder / Height 

● *Rhif(au) y dosbarth / Class Number(s) 

● Disgrifiad o’r dosbarth / Class description 

Cattle 

● *Rhif clust yr anifail / Ear Tag Number 

● *Enw’r Anifail / Name of Animal 

● Rhif Yswiriant Fferm / Farm assurance number  

● Ydy’ch anifail ar werth / Is your animal for sale? 

● *Brid / Breed 

● *Dyddiad Geni / Date of Birth 

● *Tad / Sire 

● *Mam / Dam 

● *Rhyw / Sex 

● *Bridiwr / Breeder 

● *Rhif(au) y dosbarth / Class Number(s) 

● Disgrifiad o’r dosbarth / Class description  

● Ar gyfer Gwartheg Godro – Rhif FSA / For Dairy Cattle – FSA Number 

● *Rhif cofrestru Gymdeithas brid / Breed Society Registration No or herd book number 

 

**Below not required for Festival - Do not include this statement on Festival Form** 

Email photocopies of the following to livestock@rwas.co.uk (State your name and address in email) 

Show - Commercial Cattle Class (Home bred) – Passport  

Winter Fair - Home Bred class - Passport  

Winter Fair - Purchased at auction class £1400 or under – Invoice  

 

Sheep / Lamb Carcass 

● Spring Festival Only - “All Sheep entered must be Non MV Accredited” 

● Bridiwr / Breeder 

● *Rhif y Praidd / Flock Number i.e (UK123456) 

● *Brîd – Croesiad / Breed – Cross 

mailto:livestock@rwas.co.uk
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● Ydy’ch anifail ar werth / Is your animal for sale 

● *Rhif y daliad / Holding Number i.e (12/345/6789) 

● Rhif yswiriant fferm / Farm assurance  

● Ydy’ch anifail wedi ei achredu’n M.V. / Is your animal M.V. accredited (Summer Show Only)  

● *Rhif(au) y dosbarth / Class Number(s) 

● Discrifiad o’r dosbarth / Class description 

 

Pigs 

● Rhif Clust / Ear Number 

● Enw’r Anifail / Name of animal 

● Dyddiad Geni / Date of Birth 

● Ydych anifail ar werth / Is your animal for sale? 

● *Rhif cofrestru Gymdeithas brid / Breed Society Registration No or herd book number  

● *Tad / Sire 

● *Mam / Dam 

● Rhyw / Sex 

● *Bridiwr / Breeder 

● *Brid / Breed 

● Dyddiad y tor diweithaf / Date of last litter (if applicable)  

● *Rhif(au) y dosbarth / Class number(s) 

● Discrifiad o’r dosbarth / Class description 

 

Goats 

● Nodwch pa adran sy’n addas ar eich cyfer / Note what goat section is applicable to you (ie. 

Dairy, Boer, Pygmy, Angora….) 

● *Rhif Clust / Ear number 

● *Enw’r Anifail / Name of Animal 

● Ydy’ch anifail ar werth / Is your animal for sale? 

● *Rhif Cofrestru Gymdeithas brid / Breed Society Registration no or herd book number 

● *Dyddiad Geni / Date of Birth 

● *Tad / Sire 

● *Mam / Dam 

● *Rhyw / Sex 

● *Bridiwr / Breeder 

● Dyddiad Geni Myn / Kidded Date (if applicable) 

● *Rhif(au) y dosbarth / Class number(s) 

● Discrifiad o’r dosbarth / Class description  

● * Nodwch pa statws iechyd sydd yn addas ar gyfer eich Gafrod chi / Please indicate which 

health status complies to your goats. (Festival Please check your sections schedule 

requirements on this – Angoras =?????, Boer Goats = ???????, Pygmy Goats = ????????,  Dairy 

Goats = ????????) 
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Young Handler 

Nodwch ym mha adran yr hoffech chi gystadlu ynddo / Please state which section you wish to compete 

in: 

● Sheep 

● Horse 

● Pig  

● Cattle 

● Goats 

 

 

● *Enw Arddangoswr /Competitors Name 

● *Dyddiad Geni / Date of birth 

● Oedran / Age  

● Perchenog yr anifail / Name of animal owner  

● *Brîd yr anifail fydd yn cael ei harddangos / Breed of animal being shown 

● *Rhif y dosbarth / Class number 

● Disgrifiad or dosbarth / Class description 

● *Cymeradwyaeth Rhiant/Gwarcheidwad / Parent/guardian approval  

 

Ar gyfer cystadleuwyr yr Ŵyl Tyddyn a Chefn Gwlad yn unig / For Smallholding and Countryside 

Festival Competitors only  

● Enw’r ceffyl/merlyn / Name of horse/pony 

 

Open fleece  
 Class 1 – Down and Fine (including Down, Down cross and White Shetland) (max 2  

     entries) 

 Class 2 – Medium (including Half-Bred, Kent, Texel and Lleyn) (Max 2 entries) 

 Class 3 – Mule or Masham (Max 2 entries) 

 Class 4 – Lusture (including Wensleydale, Lincoln, Devon, Cotswold and Bluefaced 
                Leicester) (Max 2 entries) 

 Class 5 – Hill (including Radnor, Cheviot, Exmoor, Gritstone, Improved Welsh and  
    Lonk) (Max 1 entry) 

 Class 6 – Mountain (including Swaledale, Dalesbred, Blackface, Rough Fell and  
    Welsh) (Max 1 entry) 

 Class 7 – Natural Coloured Standard (including Jacob, Herdwick, Badger Face,  
    Shetland, Black Welsh Mountain and any other natural coloured purebred  
                 or crossbred fleece) (Max 2 entries) 

 

Sheep Dog Trials 
 * Enw’r Ci / Dog Name 

 * Rhif Cofrestru’r Ci / Registration Number of Dog 

 Enw’r Ci / Dog Name 

 Rhif Cofrestru’r Ci / Registration Number of Dog 

 Nodwch eich dyddiad geni os eich bod yn 22 oed neu’n iau / Please state your date of birth if 
you are under 22 years of age 
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Gwasanaethau / Services 

Horses 

● Stablau / Stabling (£40 Show/£20 Festival/£10 WF) 

o Friday (Festival) 

o Saturday (Festival/Summer) 

o Sunday (Summer/Winter Fair/Festival) 

o Monday (Summer/Winter Fair) 

o Tuesday (Summer) 

o Wednesday (Summer) 

● Ydych chi’n dymuno cael stabl ar gyfer march / caseg ag ebol neu ceffyl gwedd? (Nodwch nad 

yw hi’n bosib lletio ar gyfer pob cais) / Do you require a stable suitable for a stallion / Mare & 

Foal or Shire? (Please note that not all requests can be accommodated) 

o Stallion 

o Shire 

o Mare & Foal 

● A fyddech chi’n ystyried stabl yn Wernfawr, pe bai dim stablau ar ôl ar Faes y Sioe? Would you 

consider being stabled at Wernfawr, if there isn’t space available on the showground? – show 

only 

Cattle 

● Festival Only - Randomly allocated shared tack stalls/pens will be allocated by the Chief 

Steward, therefore please do not request a tack stall/pen in your application.  

● Beef - Sawl gôr/au sydd angen? Number of stalls requires? 

● Dairy – Sawl gôr/au sydd angen? Number of stalls requires? 

● Sawl Côr tac Adran Gwartheg Godro sydd angen? / Number of Dairy tack stall? Not required 

for Festival  

● Oes angen côr ar gyfer llo? Do you require a calf stall? 

Sheep  

● Nifer y llociau MV sydd ei hangen / Number of MV pens required (varying restrictions for every 

event) Not required for Festival  

● Nifer y llociau di-MV sydd ei hangen / Number of non-MV pens required (varying restrictions 

for every event) 

● Nifer o wyn / Number of lambs per breed (Ŵyl yn unig / festival only) 

Goats 

● Nifer y llociau sydd ei hangen / Number of pens required 

 

Pig 

● Nifer y llociau sydd ei hangen / Number of pens required 

 

Accommodation/Passes - This whole section is not relevant for Festival (see separate section on 

Festival additional services below)l  
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● Carafanau / Caravans 

o Carafan ar gyfer arddangoswyr Ceffylau / Horse Exhibitor caravan  

o Carafan gyda trydan ar gyfer arddangoswyr Gwartheg, Defais, Geifr, Moch / Cattle, 

Sheep, Goats, Pigs exhibitor Caravan with electric 

o Carafan heb trydan ar gyfer arddangoswyr Gwartheg, Defais, Geifr, Moch / Cattle, 

Sheep, Goats, Pigs exhibitor Caravan without electric 

o Wernfawr with electric (show only) 

o Wernfawr – no electric (show only) 

 

o Please state the length of your caravan? 

 

● Pabell / Tents 

o Wernfawr (only show) 

o Pabell ar gyfer arddangoswyr Ceffylau / Horse Exhibitor tent  

o Pabell arddangoswyr Da-byw / Livestock tent 

 

● Ticedau / Tickets 

o Tocyn 1 diwrnod Oedolyn / Adult additional 1 day   

o Plentyn / Child 

o Ffair Aeaf Swper Stocmyn / Winter Fair Stockman’s supper (Winter Fair only) 

 

● Neuadd Henllan /bunker - Limited availability 

o Hapus i rannu / Happy to share 

o Ystafell Gwrw / Male room 

o Ystafell Benyw / Female room 

o Ystafell dwbl / Twin room 

o Ystafell bync / Bunk room 

o Ystafell Sengl / Single Room Single 

o Ystafell Teulu / Family Room 

 

● Tocyn Cerbyn / Vehicle pass 

o Tocyn Cerbyd Da-Byw ychwanegol / Livestock Support vehicle passes 

o Tocyn Cerbyd Ceffyl – Angen reswm / Horse Support – Reason to be provided, Limited 

availability 

o Ydych cerbyd yn cael eu ddefnyddio fel llety / Is your vehicle being used as 

accommodation  

Festival 

● Carafanau / Caravans 

Caravan Pass  

● Pabell / Tents 

Tent Pass  

● Ticedau / Tickets 

o Additional Adult One-Day Tickets  
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o Additional Adult Two-Day Tickets 

o Plentyn / Child (16 years of age and under) FREE  

 

● Neuadd Henllan - Limited availability (NOT RELEVANT FOR EQUINE SECTION) 

o Happy to share with another exhibitor of the same sex  

o Ystafell Gwrw / Male room 

o Ystafell Benyw / Female room 

o Ystafell dwbl / Twin room 

o Ystafell bync / Bunk room 

o Ystafell Sengl / Single Room  

o Ystafell Teulu / Family Room 

 

● Tocyn Cerbyn / Vehicle pass 

o Horse Towing Vehicle  

o Ydych cerbyd/trelar yn cael eu ddefnyddio fel llety / Is your vehicle/trailer being used 
as accommodation  

 
The following are the date capture requirements for all non-livestock competitions across the three 

key RWAS events: 

As a minimum all non-livestock competitions require the entrant to supply a Class No. and 

Description in addition to the personal information required for all competitions, however, for some 

competitions within the Royal Welsh Show the following additional information is required: 

Farriery 

 Date of Birth & Age  

 Registration Number 

 Name of Striker with whom you have arranged to work with  

 Please state if you have qualified in the last three years and note month & year of qualification 

Ornamental & Live Wrought Ironwork 

 Description of Exhibits  

 Date of Birth & Age  

 Counter Signature 

Open Tug of War Competition 

 Hon Secretary  

 Team Name 

 Team Colours  

 Competitors Names x 12 

Shearing & Woolhandling 

 *Nationality / County 

 BISCA Number (if known) 

 Junior Competitors - are you eligible for the Worshipful Company of Woolmen Competition: 

Yes/No 



 

52 
 

 If Yes, please state date of birth: 

 Please state if a Flexible Drive or Left Hand Stand is required: 

N.B. * = mandatory field 

Horticulture 

 I will be delivering my exhibits on:-  Sunday 19 July or Monday 20 July (up to 7.00am)       

 Class 1 - To be staged by not more than 2 people, Open to individuals/floral Societies/Groups 

Dairy Produce  

 I will be delivering my exhibits on:-  Sunday 19 July (2.00pm - 6.45pm or Monday 20 July 

(7.00am - 8.00am)  

 Please indicate if it is your intention to collect your exhibit/s at the end of the Show Y/N 

 Are your exhibits being delivered by a courier? 

 Are you willing for your exhibitors to be used in a cheese Master Class? 

 Are you an Organic Producer? 

 Please declare your Food Hygiene Rating (minimum rating of 3* required)   (please circle)   3   

4   5 

Homecrafts  

 I will be delivering my exhibits on:-  Sunday 19 July (2.00pm - 6.45pm or Monday 20 July 

(7.00am - 8.00am) 

Pole Climbing 

 Please note an medical conditions of which the Emergency Services should be aware of 

 (i.e. allergies, epilepsy, diabetes, rare blood groups etc)   __________________________ 

Poultry and Pigeons  

 I will be delivering my exhibits on:-  Sunday 21 July (4.00pm - 10.00pm) or Monday 20 July 
(before 9am)  

 
Welsh National Honey Show  
 

 I will be delivering my exhibits on:-  Sunday 19 July (12.30pm - 6.00pm) or Monday 20 July 

(7.00am - 8.00am)  

 Honey for Sale - Estimated quantity of honey you wish to Supply    _____ LBS 

 Do you wish to sell your Commercial honey at the end of the Show?                                       YES 

/ NO 

 Do you wish to buy back your gift classes?                                                                                            YES 

/ NO 

Wood Chopping  

 Underhand Handicap Mark  ______ 

 Standing Block Handicap Mark ______ 

For the following events within the Winter Fair the below additional information is required: 
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Dressed Poultry & Meat Hamper  
 

 Please tick if you wish to use a delivery service from the Machinery Entrance  

 Please tick if you have entered in this competition before 

 Kindly complete separate Traceability Form and return via email to rhian@rwas.co.uk 
 

Homecrafts  
 

 I will be delivering my exhibits on:-  Sunday 29 November (2.00pm - 6.00pm) or 
Monday 30 November (7.00am - 9.00am) 
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Smart Event Successor – Invitation to Tender  

 

 
Introduction 
 
Royal Welsh Agricultural Society (RWAS) are seeking proposals through an Invitation to Tender (ITT) 
for a successor to their existing Event Management System. This document will outline the selection 
process for appointing a provider to deliver this new system. Organisations wishing to apply should 
follow the instructions detailed within this document and provide the requested 
information/responses within the stated timelines.   
 
To assist in providing a response, RWAS have provided the following supporting documentation: 

 Smart Event Successor System – Statement of Requirements 

 IT Systems Overview  
 
Please find below key contact information for this tender exercise:    

 Company Name – Royal Welsh Agricultural Society (RWAS) 

 Contact Name – Sarah James  

 Address – Royal Welsh Showground, Llanelwedd, Builth Wells, LD2 3SY 

 Contact (telephone no. & email address) – 01982 553683 or sarah@rwas.co.uk  
 

 

Disclaimer 
 

1. None of RWAS, its technical, financial or legal advisers or any other adviser (or the directors, 
officers, members, partners, employees, staff, agents or advisers of any such person):  
 

a. Makes any representation or warranty (express or implied) as to the accuracy, 
reasonableness or completeness of this document and any other supporting 
documentation supplied as part of this ITT. Any persons considering making a decision 
to enter into a contractual relationship with the Authority following receipt of these 
documents should make their own investigations and their own independent 
assessment of RWAS and its requirements in relation to this procurement process and 
should seek their own professional technical, financial and legal advice; or 

b. accept any responsibility for the information contained in these documents or for its 
fairness, accuracy or completeness.  Nor shall any of them be liable for any loss or 
damage (other than in respect of fraudulent misrepresentation) rising as a result of 
reliance on such information or any subsequent communication.  Only the express 
terms of any written contract relating to the subject matter of this document, if and 
when this is executed shall have any contractual effect in connection with the matters 
to which it relates.  

 
2. The publication of this document in no way commits RWAS to award any contract in relation 

to this procurement process. 
 

mailto:sarah@rwas.co.uk
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Timescales 

 
This ITT Exercise will proceed according to the following timescales. Unless stated the deadline on any 
given date will by 5pm: 
 

 4th  March Invitation to Tender issued 

 16th  March Deadline for Submitting Clarification Questions   

 27th March Deadline for Tender Submission 

 24th April Bidder Shortlist Announced 

 1st  May Face to Face Interview of Shortlisted Bidders 

 7th  May  Contract Award 

 11th  May  Successful applicant must have someone available to be on site from 
                             11th – 17th May for the Smallholding and Countryside Festival. A start date can         
                             be negotiated, but can be no later than July 1st 2020.    

 

 

Instructions to Tenders 
 

1. Respondents must complete all questions in full and provide the information, together with 
any documentary evidence, as requested. Strike out questions which do not apply to your 
organisation and insert ‘N/A’ (not applicable). 
 

2. In the case of a Company which is part of a group, please answer the questions specifically for 
your Company rather than the group.  If the answers can only be given on a group basis this 
should be clearly stated.  False information will disqualify the applicant from consideration. 
 

3. Where a consortium or sub-contracting approach is proposed, all information requested 
should be given in respect of the proposed prime contractor or consortium leader.  
Information should also be provided in respect of consortium members or sub-contractors 
that will play a significant role in the delivery of services or products under any ensuing 
contract.  Responses must enable RWAS to assess the overall service proposed.  Where the 
proposed prime contractor is a holding company, information should be provided for the 
extent to which it will call upon the resources and expertise of members.  For the avoidance 
of doubt, the term “your company” should be interpreted accordingly. 

 
4. Remember to enclose all supporting documents requested and mark each with the name of 

your organisation and the number of the question to which it relates.  Please only submit 
information that has been requested.  Any supplementary information will not be taken into 
consideration when evaluating the tenders. 
 

5. Failure to provide the required information, make a satisfactory response to any question, or 
supply documentation referred to in responses, within the specified timescale, will mean 
respondents are disqualified. 
 

6. Your Company should note that this document is confidential and is issued for the purpose of 
selecting Companies to participate further in this procurement exercise.  
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7. Your Company should note that any expenditure, work or effort undertaken by your Company 

prior to the award of a contract is a matter solely for your Company’s own commercial 
judgement. RWAS reserves the right to terminate this contract award process at any time and 
not to enter into any contract. RWAS and/or its advisers shall not be liable for any costs, 
liabilities or expenses whatsoever whether incurred (directly or indirectly) by your Company 
or your advisers or sub-contractors, in connection with the preparation of any response to 
this ITT or in the event of discontinuance of this procurement (whatever the cause). 
 

8. Responses in English language are preferred.  Documents which are not in the English 
language must be accompanied by an English translation and a certificate by a bona fide 
independent translator attesting the authenticity of the translation. 

 
9. Responses should be submitted on a clearly formatted word document. Any typescript must 

be completed in font Arial 12 or San Serif 12. 
 

10. RWAS reserves the right to contact organisations’ referees.   
 

11. Completed submissions in word document format together with all supporting 
documentation, clearly marked and referenced must be submitted electronically to Sarah 
James (sarah@rwas.co.uk) by the stated deadline. It is permissible for the Section M – 
Certificate of Undertaking to be scanned and emailed with the submission, however, it must 
first have been signed in black ink by someone with authority to act on behalf of your 
company. Submissions received after the stated deadline will not be rejected.  

  
12. Written requests for clarification or further information may be directed to: Sarah James, 

Head of Business Development by email sarah@rwas.co.uk. All clarification questions will be 
responded to within 2 working days. Clarification questions received after the stated deadline 
will not receive a response. No other approach is to be made to any RWAS staff for information 
relating to this project.  RWAS reserves the right to treat such conduct as a reason to not allow 
your company from continuing in the contract award process.  
 

13. RWAS reserves the right to alter or terminate this process or the above timetable at its sole 
discretion.  Applicants will be informed of any such changes. All applicants will be informed as 
to the outcome of their application at the conclusion of the ITT evaluation stage. 
 

14. The face to face interview will be conducted at the Royal Welsh Showground.  
 

15. The successful bidder will need to be able to attend the Royal Welsh Showground from the 
11th May onwards to start the project. Attendance at RWAS’ first event of the year, 
Smallholding and Countryside Festival, held on the 16th and 17th May 2020 is compulsory.  

 

 
 
 
 
 
 

mailto:sarah@rwas.co.uk
mailto:sarah@rwas.co.uk
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Evaluation Criteria: 
 
Responses will be evaluated based on the following criteria: 
  

1. The objective of the written submission is to down select a maximum of three shortlisted 
bidders to proceed to the tele and face to face interview portion of the selection process, 
at the end of which the successful organisation will be appointed to deliver the project.  

 
2. RWAS will therefore check and evaluate each completed written response that it receives 

as follows: 
 

a) The written response will initially be checked for completeness and compliance 
before the responses are evaluated.  Where in the opinion of RWAS an applicant 
has failed to provide a satisfactory or an adequate response to any of the 
questions, the applicant may be excluded from further consideration. 

 
 

b) RWAS will evaluate the economic and financial standing of an applicant based on 
information submitted in response to the ITT and any other appropriate financial 
information.  The Authority requires, as a minimum that there is no material risk 
of an applicant being insolvent and that an applicant provides adequate levels of 
insurance cover. 

 
c) RWAS will evaluate the technical capacity of an applicant on the basis of the 

information submitted in response to the ITT.  RWAS requires as a minimum that 
an applicant has demonstrated experience of successfully delivering services 
similar to those described within ITT and supporting documentation.  The 
applicant must also provide evidence of a system for managing health and safety 
at work, an environmental system and quality assurance process to be shortlisted. 

 
d) Questions will be scored as follows:- 

 

i. Sections A, B, C, D, E, F, G, H, I, J, M – Pass/Fail  
ii. Section K, each answer will be graded according to the below: 

1. Excellent – 5 
2. Good – 4  
3. Satisfactory – 3 
4. Poor – 2 
5. Not Answered – 0 

iii. Section L, bids will be ranked in order of price. The cheapest bid will receive 
the full 40 points available. With each subsequent bid receiving 5 points less 
than the one proceeding it in the rankings (i.e. 1st 40 points, 2nd 35 points etc.) 

 
Each applicant’s ITT will receive a pass/fail rating against each of the relevant 
sections and then a score out of 100 based on the responses to Section K and L. 
 
To proceed to the next stages of the ITT, the applicant must achieve pass marks 
in each of the sections listed in point one above and then be placed in the top 3 
once the unified scoring system is applied to section K and L.    
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Section A – Organisation Information 

 A1 – The organisation making the application. Please provide the following information:  
o Name of organisation  
o Address (Correspondence) 
o Name of person completing this form  
o Position 
o Tel   
o Email 
o Fax   
o Website 
o Dun & Bradstreet Number  

 

 A2 – Other relevant addresses. Please provide the following information: 
o Registered office 
o Local Office 
o Other (please specify) 

 

 A3 – Legal Status of the organisation. Please confirm which of the following applies to your 
organisation: 

o Sole trader/principal 
o Partnership 
o Private limited company 
o Public limited company 
o Consortium   
o Friendly society 
o Registered charity 
o Other (please specify) 

 

 A4 – When was the organisation formed? 
 

 A5 – Contact information of a principal contact within the organisation to whom future 
correspondence is to be sent in connection with this tender: 

o Contact Name for Enquiries 
o Contact Position  
o Address  
o Telephone Number  
o Fax Number 
o Email Address 

 

 A6 – Is your organisation in, or subject to proceedings leading towards, any of the following 
situations: 

o Bankruptcy or winding up, 
o Administration of affairs by the court, 
o Entering into arrangements with creditors, 
o Suspension of business activities, 
o Contravention of environmental legislation, or 
o A situation analogous to any in (a) to (e) above? 
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If yes to any of A6 (a) to (e), please forward details 
 

 A7- Please indicate the position of the proposed contract lead should your organisation be 
awarded this contract.  
  

 A8 – Has your organisation, or any of its officers or employees who will be allocated or assigned 
to carry out the specified services, committed an offence in the last three years relating in any 
way to business or professional conduct, including a contravention of legislation relating to 
occupational safety and health or environmental legislation? 
 
If yes, please provide details. 
 

 A9 – Is any director, partner or associate of the organisation, or their relatives, currently employed 
by, or a member of, RWAS? 
 
If yes, please provide details. 
 

 A10 – What are your organisation’s principal fields of activity? 
 

Question to be completed by partnerships (A11 only) 

 A11 – Please give the total number and the full names (including all forenames) of all equity 
partners. 

Question to be completed by partnerships and sole traders (A12 only) 

 A12 – If the organisation is a member of a group of organisations please enclose the names and 
addresses of the other members of the group, the date when those organisations were formed; 
and details of the structure of the group indicating the relationships between members. 
 

Questions to be completed by companies (A13 – A14) 

 A13 – Registration number and date of registration under the Companies Act 1985 or (if 
applicable) the Industrial Provident Societies Acts 1965 to 1978. 
 

 A14 – If your company is a member of a group please describe (with a diagram if necessary) its 
relationships within the group, stating the names and addresses of the ultimate holding company 
and all other subsidiaries. 
 

 A15 – Is your company (or its employees) a member of any trade/professional association. 
 
If yes, please provide details 

 
Section B – Financial Standing:  

 B 1 – Officer of the organisation with responsibility for financial matters. Please provide the 
following information: 

o Address (if different from A1) 
o Tel   
o Email  
o Fax   
o Website 

 

 B2 – Principal Bankers. Please provide the following information: 
o Name 
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o Address  
o Tel    
o Email  
o Fax    
o Website 

 

 B3 – Please enclose copies of all audited accounts and annual reports for the last three full 
years of trading as submitted to the Inland Revenue.  Please ensure these include: 

o Balance sheets 
o Profit and loss accounts or income and expenditure accounts 
o Full notes to the accounts 
o Managing partner’s or director’s and auditors reports 

 

 B5 – If the accounts you are submitting do not include any for a financial year ending less than 
9 months ago please enclose: 

o The chair’s half yearly statement (if available) or 
o A statement signed by the officer responsible for financial matters setting out 

any known significant changes in the organisation’s financial position in 
relation to the last available balance sheet.  

     

 B6 – Please confirm your organisation’s annual turnover in respect of the type of work for 
which you are now applying for the following financial years: 

o 2016 – 2017  
o 2017 – 2018  
o 2018 – 2019 

 

 B 7 – Please give details of any outstanding claims or litigation involving your organisation. 
 

 B8 – Please confirm your organisations VAT Registration number (if any). 
 

 B9 – Please provide details of your insurances to include motor, Public Liability/Third Party, 
Employers Liability and other relevant insurance policies and supply a copy of the policy held 
in relation to that insurance. Please provide the following: 

o Employers Liability Insurance: 
 Insurer 
 Policy number 
 Extent of cover 
 Expiry Date 

o Public Liability Insurance: 
 Insurer  
 Policy number 
 Extent of cover 
 Expiry Date 

o Professional Indemnity Insurance: 
 Insurer 
 Policy number 
 Extent of cover 
 Expiry Date 

o Motor  
 Insurer  
 Policy Number 
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 Extent of Cover  
 Expiry Date 

o Other (Please detail and attach) 
 Insurer 
 Policy Number 
 Extent of Cover 
 Expiry Date 

 

 B10 – Within the last 5 years have there been any claims made under the Company’s 
public/third party/employer’s liability insurance? 
 
If yes, please provide details. 

 

 

Section C – Technical Capacity and Ability 
 
The following questions are intended to indicate your organisation’s general technical capacity and 
ability. 
 

 C1 – Please describe the normal fields of activity of your organisation relevant to this contract. 
 

 C2 – Has your organisation previously supplied goods and/or services to RWAS? 
If yes, please provide details. 
 

 C3 – Has your organisation ever suffered a deduction for liquidated and ascertained damages 
in respect of any contract within the last three years? 
If yes, please provide details. 
 

 C4 – Has your organisation ever had a contract terminated or your employment determined 
under the terms of a contract? 
If yes, please provide details. 
 

 C5 – Has your organisation ever not had a contract renewed for failure to perform to the terms 
of the contract? 
If yes, please provide details.  
 

 C6 – Have any of your organisation’s contracts ended early by mutual agreement following 
allegations of default on your organisation’s part? 
If yes, please provide details.  

 

 C7 – For how long has your organisation been continuously engaged in the specific type of 
work for which you are now applying? 

 

 C8 – Please state the number of employees in that part of the organisation that will deliver 
the service. 
 

 C9 – Please give details of any specialist consultants who would be available as part of the 
project. For each, please provide the following information: 
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o Job Title  
o Qualifications  
o Relevant Experience 

 

 C10 – Please provide details of the office location from which this contract would be managed 
i.e. address and number of staff based there. 
 

 C11 – What communication means would be made available to overcome any problems 
caused by geographical remoteness? 
 

 C12 – Please detail the resources/equipment that is available and appropriate for this project. 
 

 C13 – At this stage, are there any parts of the project which your organisation intends to sub-
contract? 
If yes, what would be sub-contracted and how would it be managed? 
 
Please confirm that all social security contributions have been met. If no, please provide full 
details.  
 
Please confirm that all necessary taxation payments have been met. If no, please provide full 
details 
 

 C14 – Does your organisation hold a staff training policy? 
If yes, can this policy be made available to CFRS upon request? 
 

 C15 – Please provide details on how training will be implemented to ensure staff are 
adequately trained in respect of this project. 
 

 
 

 Section D – Quality 
 

 D1 – Please detail below how your organisation ensures that a quality service is delivered and 
maintained, to include the following areas: 

o Information about any formal quality assurance systems. 
o Details of accreditation to a recognised standard. 
o How the system is monitored and reviewed. 

 

 D2 – Does your organisation hold a customer care policy? 
If yes, can this policy be made available to RWAS upon request? 

 

 D3 – Does your organisation hold a customer complaints procedure? 
If yes, Can this policy be made available to RWAS upon request? 

 

 D4 – Does your organisation possess or is it working towards Investors in People (IiP) or an 
equivalent accreditation? 
If yes, please provide details of appropriate assessment level or when the last quality 
assessment of the company was carried out and by whom. 
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 D5 – Please outline your organisation’s approach to the management of this type of project, 
particularly in relation to: 

o Client liaison and communication 
o Performance management and reporting 
o Conflict resolution 
o  

 D6 – What systems do you have in place for ensuring your staff are suitable and competent to 
undertake their duties? 

 

 D7 – Please outline the processes in place in relation to how instructions and information are 
communicated to your personnel / contractors? 
 

 D8 – Is the organisation certified to ISO 27001 Information Security Management Systems 
international standard? 
If yes, please provide a copy of the certificate. If not, please provide an overview of your 
approach to Information Security Management.  
 

 D10 – Does your organisation hold an up-to-date Data Protection Notification? 
If yes, please provide your registration number.  

 

 

Section E – Health and Safety 
 

 E1 – Do you employ a Health & Safety Officer? 
 

 E2 – If your organisation has more than five members of staff, please enclose a copy of the 
health & safety policy and/or other declaration, information or instruction issued by your 
organisation, as necessary, to protect the health & safety of staff at work. 

  

 E3 – Has your organisation, during the last three years: 
o Been prosecuted or had a notice served for contravention of the Health and Safety at 

Work Act 1974, or equivalent national legislation or 
o Been the subject of a formal investigation by the Health & Safety Executive, or similar 

national body charged with improving Health & Safety standards? 
If yes, please give full details. 

  

 E4 – Give the name(s) of competent person(s) or organisation(s) who provide Health & Safety 
assistance to you together with details of their competency as required under the current 
Management of Health & Safety at Work Regulations. 

  
Section F – Equality of Opportunity: 
 
Explanatory Note: Your organisation will be evaluated for equality in employment on the basis of your 
answers to these questions.  Please ensure that you answer every question.  Failure to provide the 
information requested may result in your firm being rejected.  Please provide sufficient information 
to enable RWAS to make a fair and accurate assessment of how, as an employer, you have dealt with 
equality issues. 
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RWAS is also committed to promoting equality of opportunity for disabled people, and between men 
and women, and accordingly seeks information regarding your firm’s compliance with other anti-
discrimination legislation.   
 
All firms with 5 or more employees must provide a written Equality Policy in respect of Race, Gender, 
Disability, Sexual Orientation, Age and Religion or Belief. 
 
RWAS have a duty of care to all employees whilst contractors are working on or visiting their premises 
and we respectfully ask that you demonstrate the same standards of behaviour and respect for our 
values that we expect from our own staff and elected members. 
 
 

 F1 – Is it your policy as an employer to comply with your statutory obligations under the Race 
Relations Act 1976 and Race Relations (Amendment) Act 2003, which applies in Great Britain, 
or equivalent legislation that applies in countries in which your firm employs staff?  
Accordingly, is it your practice not to discriminate against any person because of their gender, 
marital status, colour, race, nationality (including citizenship), national or ethnic origin, sexual 
orientation, religion or belief, age or on the grounds of their disability in relation to 
employment and vocational training? 
 
Please state yes/no in relation to this question.  
 
RWAS have a duty of care to all employees whilst contractors are working on or visiting Service 
premises, therefore: 

 

 F2 – In the last three years, has any finding of unlawful racial discrimination in the employment 
field been made against your organisation by the employment tribunal, the employment 
appeal tribunal or any court or in comparable proceedings in any other jurisdiction? 
 
Please state yes/no in relation to this question.  

  

 F3 – In the last three years, has your organisation been the subject of formal investigation by 
the Commission of Racial Equality (CRE), or a comparable body, on the grounds of alleged 
unlawful discrimination in the employment field? 
 
Please state yes/no in relation to this question.  

 

 F4 – If the answer to F2 is yes or, in relation to F3 the CRE or comparable body made a finding 
adverse to your organisation, what steps have you taken as a result of that finding? 

 

 F5 Is your policy on race relations set out: 
 

o In instructions to those concerned with recruitment, selection, remuneration, training 
and promotion; 
 
Please state yes/no in relation to this question.  

 
o In documents available to employees, recognised trade unions or other 

representative groups of employees: 
 
Please state yes/no in relation to this question.  
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o In recruitment advertisements or other literature? 

 
Please state yes/no in relation to this question. 

 

 F6 – Please provide a copy of your Equality Policy.             
 

 F7 – Do you observe as far as possible, the CRE’s Code of Practice for employment, as 
approved by Parliament in 1983, or a comparable statutory code?  Or guidance issued under 
equivalent legislation in another member state, which gives practical guidance to employers 
and others on the elimination of racial discrimination and the promotion of equality of 
opportunity in employment, including monitoring of workforce matters and steps that can be 
taken to encourage people from ethnic minorities to apply for jobs or take up training 
opportunities? 
 

Please state yes/no in relation to this question.  
 

 F8 – Is it your policy as an employer to comply with your statutory obligations under the Sex 
Discrimination (Gender Reassignment) Regulations 1999,  Employment Equality (Age) 
Regulations 2006, and the Disability Discrimination (Amendment) Act 2005 – all of which apply 
to Great Britain – or equivalent legislation in the countries in which you employ staff? 
 
Please state yes/no in relation to this question.  

 

 F9 – In the last three years, has any finding of unlawful sex or disability discrimination in the 
employment field been made against your organisation by the employment tribunal, the 
employment appeal tribunal, or any court, or in comparable proceedings in any other 
jurisdiction?  
 
Please state yes/no in relation to this question.  

 

 F10 – If the answer to E9 is yes, what steps have you taken as a result of that finding? 
         

 F11 – If you are not currently subject to UK legislation, please supply details of your experience 
in complying with equivalent legislation that is designed to eliminate discrimination (especially 
racial discrimination) and to promote equality of opportunity. 

 

 F12 – Contractors, casual or temporary workers and all other visitors are warmly welcomed 
to RWAS.   While you are on our premises, we respectfully ask that you demonstrate the same 
standards of behaviour and respect for our values that we expect from our staff and elected 
members.  Has your company ever had a complaint regarding standards of behaviour from 
any employees whilst working on customer premises.   
 

Please state yes/no in relation to this question.  
 
If the answer is yes to the above please provide details of steps you have taken as a result of 
this. 

 
QUESTION F13 TO BE ANSWERED BY COMPANIES NOT CURRENTLY SUBJECT TO UK LEGISLATION 
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 F13 – Provide details of the companies experience in working under comparable equality 
legislation in its country of establishment. 
 

 

Section G – Environmental/Sustainability Policies 
 
 

 G1 – Does your organisation have an Environmental/Sustainability Policy? 
 
Please state yes/no in relation to this question.  
 
If NO, please indicate if you have taken any initiatives in the following areas and details of 
activities undertaken: 

 
o Energy, e.g. setting targets to reduce the Company’s energy usage 
o Water, e.g. setting targets to reduce the Company’s water usage 
o Transport e.g. introducing fuel efficiencies in the fleet and reducing vehicle pollution 
o Purchasing e.g. products and materials used which are of an environmental friendly 

nature 
o Staff e.g. setting employee policy that helps to implement environmental initiatives 

 

 G2 – If the answer to G1 is yes, can the policy be made available to CFRS upon request? 
 
Please state yes/no in relation to this question.  

 

 G3 – Provide details of the person(s) responsible to the Company’s Senior Management for 
the daily administration of matters of the environment and sustainability. 

 

 G4 – Does your organisation include environmental criteria as part of assessment of suppliers 
and products? 
 

Please state yes/no in relation to this question.  
 

 G5 – Does your organisation provide training and awareness programmes for employees on 
environmental/sustainability issues? 
 
Please state yes/no in relation to this question.  
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Section H – Risk and Business Continuity (Where applicable) 
 

 H1 – Does your company have a documented system for routinely assessing risk in its 
operating processes? 
 
Please state yes/no in relation to this question.  

 

 H2 – Please detail how your company has assessed the threat of operational disruption with 
regard to this contract? 
 

 H3 – Has your company developed a business continuity policy and strategy? 
 

Please state yes/no in relation to this question.  
 

 H4 – Has your company developed a business continuity plan, which covers the following 
areas? 
 

o 4.1. Restoration of computer data and hard-copy records? Please state yes/no in 
relation to this question. 

o 4.2. Operation of the business from an alternative site? Please state yes/no in relation 
to this question.   

o 4.3. Arrangements for the immediate notification of customers of any disruptive 
event? Please state yes/no in relation to this question.  

 

 H5 - Is a copy of the continuity plan available upon request? 
 
Please state yes/no in relation to this question.  

 

 H6 – Has the plan been tested in the last 12 months? 
 
Please state yes/no in relation to this question.  
 

 H7 – Has your company suffered a disruptive event in the last five years (any unplanned 
interruption of your ability to provide goods / services within the terms of your contracts)?  
 
Please state yes/no in relation to this question.  
 
If yes, please provide brief details of the disruption and the remedies put in place 
 

 H8 – Do you have a strategy for ensuring continuity of supply from your critical 
suppliers/contracted personnel to ensure delivery of this contract. 
 
Please state yes/no in relation to this question.  
 
If yes, please outline. 

 

 H9 – Who is responsible for business continuity in your organisation?  In the event of a 
disruption, what would be the trigger point to inform RWAS? 

 

 H10 – How often would RWAS be updated? 



 

71 
 

  

Section I – Relevant Experience and References 
 

 I1 - RWAS may wish to obtain up to three references, where possible, from other clients of 
the Tenderer who have been provided with a comparable or similar service in the UK.  Please 
indicate below details of clients with whom you have worked on a similar contract over the 
last two years and ensure they have been advised of our intention to contact them. 

 
o REFERENCES AND EXPERIENCE 

Name of Organisation   
Contact Name   
Job Title   
Address  
Telephone/Fax Number   
Nature of Contract  
Value of Contract 

 
o REFERENCES AND EXPERIENCE 

Name of Organisation   
Contact Name   
Job Title   
Address  
Telephone/Fax Number   
Nature of Contract  
Value of Contract 
   

o REFERENCES AND EXPERIENCE 
Name of Organisation   
Contact Name   
Job Title   
Address  
Telephone/Fax Number   
Nature of Contract  
Value of Contract   
   

 I2 – Supporting Evidence of Relevant Experience 
 
Please detail examples of any previous relevant experience, of your employees or any 
contractors in relevant to this Contract. 

 

 I3 – Details of Similar Work 
 
Please detail situations where similar work has been undertaken by the employees or 
subcontractors (in I2) when carrying out work for your company. 
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Section J – Responsible Procurement 
 
 

 J1 – Do you have an Anti-Bribery Policy? Please state yes/no in relation to this question.  
 
If yes, please provide a copy.  
 

  J2 – Do you have an Anti-Modern-Day Slavery Policy? Please state yes/no in relation to this 
question.  
 
If yes, please provide a copy  
 

 J2 – Please provide a copy of your Modern-Day Slavery Statement.  
 

 
Section K – Technical Responses 
 
Please answer these questions appropriately based on whether you are proposing the development 

of a bespoke solution or offering an “off the shelf” product to replace RWAS’ Smart Event System: 

 K1 – Please provide details of experience delivering a similar project including key learnings. 

 

 K2 – Please outline how you would approach the detailed specification and requirement 

mapping to ensure the new system meets RWAS’ requirements.   

 

 K3 – What approach do you plan to use with regards to the development (e.g. Agile) and how 

will you ensure a structured approach is maintained? 

 

 K4 – How will you approach Project Management in order to support RWAS who have limited 

experience of managing a project of this type/scope?  

 

 K5 - Outline your approach to the development/implementation of the Smart Event Successor 

System.  

 K6 – Please provide a detailed overview of the proposed solution, ensuring compliance with 

the statement of requirements. 

 

 K7 – Please provide a project plan outlining key deliverables and milestones. This should 

include key dependencies and information required from RWAS.  

 

 K8 – Please outline what “technology stack” you would propose to use for the Smart Event 

Successor System.  

 

 K9 – Please outline what resources you will require from RWAS.  
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 K10 – A key component of the project is going to be the migration of data between the existing 

system and the successor platform. Please outline how you would manage this process and 

the steps that would be taken to mitigate loss or corruption of data? To clarify, it is envisaged 

that only customer data will be migrated.  

 

 K11 – With regards to the development, please outline your philosophy with regards to unit 

and integration testing.  

 

 K12 – Please outline your proposed Service Level Agreement and Key Performance Indicators 

with regards to this contract.     

 

Section L – Pricing 

RWAS are seeking separate pricing for Phase 1 and Phase 2 of the Smart Event Successor 

development/role out. Please provide pricing for both phases using the Statement of Requirements 

supplied as the basis for the scope of services to be provided. Pricing should be provided in accordance 

with the requested breakdown below: 

 L1 – Phase 1 Pricing: 

o Project Management  

o Development   

o Quality Assurance/Testing  

o Hosting Costs  

o Contingency Allowance (Percentage) 

o Ongoing Support/Maintenance  

o Total Project Cost 

o Indicative Daily Rate for Each Resource Type: 

 Developer (each level) 

 Project Manager  

 Quality Assurance/Tester 

 Other (Please Specify) 

 

  L2 – Phase 2 Pricing: 

o Project Management  

o Development   

o Quality Assurance/Testing  

o Hosting Costs  

o Contingency Allowance (Percentage) 

o Ongoing Support/Maintenance  

o Total Project Cost 

o Indicative Daily Rate for Each Resource Type: 

 Developer (each level) 

 Project Manager  

 Quality Assurance/Tester 

 Other (Please Specify)  
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Section M – Certificate of Undertaking 

To be signed by a Director, Partner or Authorised Representative in their own name on behalf of the 
Company. 
 
I/We certify that the information supplied in this tender response, the appendices and enclosures is 
accurate to the best of my/our knowledge and that I/we accept the conditions and undertakings 
requested in the application form.  I/We understand that the provision of false or misleading 
information may result in my/our application being rejected. 
 
I/We further understand that it is a criminal offence, punishable by imprisonment, to give or offer any 
gift or consideration whatsoever as an inducement or reward in relation to this contract and that any 
such action will empower RWAS to cancel any contract currently in force and will result in my/our 
application being rejected. 
 
Signed for and on behalf of the organisation: 
 
 
Signature 
 
 
Position / status in the organisation 
 
 
Organisation’s name 
 
 
Date  

 

 

 

 

 

 

 
 


