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	REQUEST FOR PROPOSAL (RFP)


	TO: 

Interested Organizations/Firms 

	Date:  September 30, 2011

	
	REFERENCE:  RFP/830/2011
Event Management Services

 


Dear Sir/Madam, 
Subject: Long-Term Agreement (LTA) for provision of event management services 
1. You are requested to submit your proposal for provision of “Event Management Services”, as per the enclosed Terms of Reference (TOR – Annex III)  for UN system agencies and projects in the Republic of Belarus (namely UNDP, UNICEF, UNFPA, UNAIDS, UNHCR, WHO). 

2. The purpose of this tender is to conclude a Long Term Agreement(s) (LTA) for a maximum period of three (3) years for Event Management services with a company(ies) specialized in this area of services. The successful company(s) will be contracted for an initial period of one year, and the contract shall be renewable upon satisfactory evaluation of performance. An estimated yearly turnover on event management related services is around USD 340,000 (including accommodation and conference facilities rent). 
3. To enable you to submit a proposal, attached are:
i. Instructions to Offerors – Annex I

ii. General Terms and Conditions – Annex II
iii. Terms of Reference – Annex III

iv. Detailed Breakdown of Obtainable Points for Technical Proposal and Guidelines to Structuring Technical Proposal – Annexes III-A and III-B

v. Proposal Submission Form – Annex IV

vi. Price Schedule – Annex V
vii. Sample Case study – Annex VI
3. If you request additional information, please send it to address/e-mail below in writing to the e-mail tenders.by@undp.org not later than October 21, 2011.
4. Submission of Offers
Your offer comprising a technical proposal and financial proposal, in separate sealed envelopes, should reach the address below via courier/hand delivery before October 31, 2011,  17:00 local Belarus time. Late offers will be rejected.  Please send the proposals to the address:

Address:

UNDP Belarus



Kirova str. 17, 6 th floor



Minsk 220050

                                            Belarus


Attention:

Procurement Unit



· marked with:
Proposing Company name and address

 “RFP/UNDP/830 - Event Management Services. Technical Proposal”and
“RFP/UNDP/830 - Event Management Services. Finance Proposal”
5. Pre-bid Conference 

A pre-bid conference will take place at the UNDP  Belarus office (conference room, 6th floor, Kirova str. 17, Minsk 220050,  Belarus) on October 06,  starting at 14.30 (Belarus local time).

All bidders are encouraged to come. Non-attendance, however, will NOT disqualify a bidder; the bidder may still submit a bid. Minutes of the bidder’s conference will be posted at UNDP Belarus website 
http://undp.by/ru/undp/tenders/ and http://undp.by/en/undp/
6. You are requested to acknowledge receipt of this invitation and indicate whether or not you intend to submit a proposal.
Sincerely,

Farid Garakhanov
Deputy Resident Representative,
UNDP Belarus
	ANNEX I

INSTRUCTIONS TO BIDDERS

Event Management Services
RFP/UNDP/830/2011



A. INTRODUCTION

1. General
       The purpose of this RFP is to solicit proposals on events management services on long-term basis (maximum duration of the contract 3 years) for UN agencies in the Republic of Belarus.
2. Cost of proposal

The Bidder shall bear all costs associated with the preparation and submission of the Proposal, UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the solicitation.

B. SOLICITATION DOCUMENTS
3. Contents of sollicitation documents

Proposals must offer services for the total requirements. The Bidder is expected to examine all corresponding instructions, forms, terms and specifications contained in the Solicitation Documents. Failure to comply with these documents will be at the Bidder’s risk and may affect the evaluation of the Proposal.

4. Clarification of solicitation documents

A prospective Offeror requiring any clarification of the solicitation documents may notify the procuring UNDP entity in writing at the e-mail address tenders.by@undp.org with subject message “RFP 830/2011. Request for Clarification”

 UNDP will respond in writing to any request for clarification of the Solicitation Documents that it receives ten (10) days prior to the deadline for the submission of Proposals. 
Written copies of the response to the organisations (including an explanation of the query but without identifying the source of inquiry) will be posted on the UNDP Belarus website http://undp.by/en/undp/
5. Amendments of solicitation documents

At any time prior to the deadline for submission of Proposals, UNDP may, for any reason, whether at its own initiative or in response to a clarification requested by a prospective Bidder, modify the Solicitation Documents by amendment.

Prospective bidders are therefore advised to regularly check the UNDP Belarus website http://undp.by/en/undp/ for amendments.

All prospective Bidders that have received the Solicitation Documents will be notified in writing of all amendments to the Solicitation Documents.

In order to afford prospective Bidders reasonable time in which to take the amendments into account in preparing their offers, UNDP may, at its discretion, extend the deadline for the submission of Proposals.

C. PREPARATION OF PROPOSALS

6. Language of the proposal

The Proposals prepared by the Bidder and all correspondence and documents relating to the Proposal exchanged by the Bidder and UNDP shall be written in the English language. Any printed literature furnished by the Bidder may be written in another language so long as accompanied by an English translation of its pertinent passages in which case, for purposes of interpretation of the Proposal, the English translation shall govern. The copies of Bidder’s registration certificate and Financial Statements must be submitted in Russian accompanied by English translation.
7. Documents comprising the proposal

The Proposal shall comprise the following components:

· The Proposal Submission Form (filled in accordance with the Annex IV)
· Technical Proposal (completed in accordance with the Annex III)
· Price Schedule (completed in accordance with the Annex V)
8. Technical Proposal Format

The Bidder shall structure the technical part of its Proposal according to the templates provided in the Annex III to this RFP. The Technical Proposal will be evaluated against the criteria detailed in Clause 21 of this Instruction assisted by the following information on the base of Detailed Breakdown of Obtainable points listed in the Annex III:

(a) Expertise of Firm/ Organisation Submitting Proposal

This section should describe the organizational unit(s) that will be responsible for the contract, and the general management approach towards this project. This should fully explain the Bidder’s resources in terms of personnel and other resources necessary for achieving project results. This section should also provide orientation to the organisation/firm including the year and state/country of incorporation and a brief description of the Bidder’s present activities (focusing on services related to the Proposal). The Bidder should describe its experience in similar projects. The detailed list of the documents/information to be provided under this section please see in the Annex III-A.
(b) Proposed Work Plan and Approach 
This section should demonstrate the Bidder’s responsiveness to the Terms of Reference by identifying the specific components proposed, addressing the requirements, as specified, point by point; providing a detailed description of the essential service level proposed; and demonstrating how the proposed methodology meets or exceeds the needs. This section should contain the reply on the specific case study described in the Annex VI. The Bidder may also submit any other relevant to this section information (service level standards, existing corporate rules, quality assurance mechanisms in place or similar).
(c) Personnel  

The     Contractor(s) shall assign personal event managers (main and backup) to oversee the services provided to the UN Agencies and to ensure full compliance with all requirements of the Contract with the UN Agencies. The minimum qualifications for event managers are: high education, minimum 3 years of experience in events management services, advanced or upper-intermediate English language level. CVs for key personnel (at least 2 events managers and CEO/Director) should be attached and contain all the information, listed in the Annex III.  The main personal manager will be invited to the interview which is scheduled for the period November 07-November 18.
The technical proposal should not contain any pricing information whatsoever on the services offered. Pricing information shall be separated and only contained in the appropriate Price Schedule.

It is mandatory that the Bidder’s Proposal numbering system corresponds with the numbering system used in the body of this RFP. All references to descriptive material and brochures should be included in the appropriate response paragraph, though material/documents themselves may be provided as annexes to the Proposal/response.

Information that the Bidder considers proprietary, if any, should be dearly marked “proprietary” next to the relevant part of the text and it will then be treated as such accordingly.

9. Price Schedule 

The Bidder shall include an appropriate Price Schedule, an example of which is contained in these Solicitation Documents (Annex V), the prices of services it proposes to supply under the contract. The prices quoted in the Price Schedule will form the part of the LTA concluded with winning companies. 
10. Proposal currencies

All prices shall be quoted in US dollars or any other convertible currencies.  

11. Period of validity of proposals

Proposals shall remain valid for one hundred twenty (120) days after the date of Proposal submission prescribed by UNDP, pursuant to the deadline clause. A Proposal valid for a shorter period may be rejected by UNDP on the grounds that it is non-responsive.

In exceptional circumstances, UNDP may solicit the Bidder’s consent to an extension of the period of validity. The request and the responses thereto shall be made in writing. A Bidder granting the request will not be required nor permitted to modify its Proposal.

12. Format and signing of proposals

The Bidder shall prepare 2 (two) copies of the Proposal, clearly marking each “Original Proposal” and “Copy of Proposal” as appropriate. In the event of any discrepancy between them, the original shall govern. The two copies of the Proposal shall be typed or written in indelible ink and shall be signed by the Bidder or a person or persons duly authorized to bind the Bidder to the contract. The latter authorization shall be indicated by a written power-of-attorney accompanying the Proposal. 

A Proposal shall contain no interlineations, erasures, or overwriting except, as necessary to correct errors made by the Bidder, in which case such corrections shall be initialled by the person or persons signing the Proposal.

13. Payment


Payments will be made by UNDP or other UN agencies to the selected Companies after acceptance of detailed Certificate for Services Completed submitted by the Company, based on milestone agreed for each specific Purchase Order. 

D. SUBMISSION OF PROPOSALS

14. Sealing and marking of proposals

The Bidder shall seal the Proposal in one outer and two inner envelopes, as detailed below.

(a) The outer envelope shall be:

· addressed to –

UNDP Belarus, Kirova str. 17, 6th Floor 


Minsk 220050

Republic of Belarus


· marked with –

RFP No. 
: RFP /UNDP/830/2011
Subject
: “Event Management Services”
(b) Both inner envelopes shall indicate the name and address of the proposer, and clearly marked:

· ”Technical Proposal” and shall contain the documents with the information stipulated in paragraph 8 above. The technical proposal shall not contain any pricing information.

· “Financial Proposal” and shall contain the total fixed-price quotation with the information stipulated in paragraph 9 above. 

If the two inner envelopes are not sealed and marked as per the instructions in this clause, UNDP will not assume responsibility for the proposal’s misplacement or premature opening.

15. Deadline for submission of proposals

Proposals must be received by UNDP at the address specified in Para 14 no later than on October 31, 2011, 17:00 local Belarus time.
UNDP may, at its own discretion extend this deadline for the submission of Proposals by amending the solicitation documents, in which case all rights and obligations of UNDP and Bidders previously subject to the deadline will thereafter be subject to the deadline as extended.

16. Late Proposals

Any Proposal received by UNDP after the deadline of 17.00 (Belarus time) October 31, 2011, will be rejected.

17. Modification and withdrawal of Proposals
The Bidder may withdraw its Proposal after the Proposal’s submission, provided that written notice of the withdrawal is received by UNDP prior to the deadline prescribed for submission of Proposals.

The Bidder’s withdrawal notice shall be prepared, sealed, marked, and dispatched in accordance with the provisions of clause Deadline for Submission of Proposals. The withdrawal notice may also be sent by fax but followed by a signed confirmation copy.

No Proposal may be modified subsequent to the deadline for submission of proposals.

No Proposal may be withdrawn in the Interval between the deadline for submission of proposals and the expiration of the period of proposal validity specified by the Bidder on the Proposal Submission Form.

E. OPENING AND EVALUATION OF PROPOSALS

18. Opening of proposals

UNDP will open the Proposals in the presence of a Committee formed by the Head of the UNDP Procurement Unit.

19. Clarification of proposals

To assist in the examination, evaluation and comparison of Proposals, UNDP may at its discretion, ask the Bidder for clarification of its Proposal. The request for clarification and the response shall be in writing and no change in price or substance of the Proposal shall be sought, offered or permitted.

20. Preliminary examination

UNDP will examine the Proposals to determine whether they are complete, whether the documents have been properly signed, and whether the Proposals are generally in order.

Prior to the detailed evaluation, UNDP will determine the substantial responsiveness of each Proposal to the Request for Proposals (RFP). For purposes of these Clauses, a substantially responsive Proposal is one, which conforms to all the terms and conditions of the RFP without material deviations. UNDP’s determination of a Proposal’s responsiveness is based on the contents of the Proposal itself without recourse to extrinsic evidence.

In order to assess financial strengths of the Proposers UNDP will check Financial Statements of the Proposers. The liquidity ratio (please see the formula in the Annex III-B) shall be equal or more than 1 for the analyzed periods.

A Proposal determined as not substantially responsive will be rejected by UNDP and may not   subsequently be made responsive by the Bidder by correction of the non-conformity.

21. Evaluation and comparison of proposals

A two-stage procedure is utilised in evaluating the proposals, with evaluation of the technical proposal being completed prior to any price proposal being opened and compared.  The price Schedules of the Proposals will be opened only for submissions that passed minimum technical score of 70% (490 points) of the maximum obtainable 700 points.  
The evaluation will be conducted in accordance with the cumulative analysis method, according to which the technical and financial proposals have pre-assigned weights and pre-assigned maximum number of scores: technical proposal -70%, 700 points maximum, financial proposal 30%, 300 points maximum. 

The winning proposal will be the one with the highest sum of points obtained both for finance and technical evaluation. 
	EVALUATION OF PROPOSALS FOR EVENT MANAGEMENT SERVICES
	Max. obtainable points
	Company / Other Entity

	
	
	A
	B
	C
	D
	E

	A. TECHNICAL PROPOSAL


	
	

	1
	Professional Experience, Reputation, Strength of Event Management Company
	400
	
	
	
	
	

	2. 
	Proposed Methodology and Work Approach
	150
	
	
	
	
	

	3.
	Qualification and Experience of Assigned Event Manager
	150
	
	
	
	
	

	4.
	Totally maximum points for technical evaluation (parts 1+2+3)
	700
	
	
	
	
	

	5
	Finance Proposal
	300
	
	
	
	
	

	6.
	Overall Score (points 4+5)
	1000
	
	
	
	
	


Technical Evaluation

The technical proposal is evaluated on the basis of its responsiveness to the Terms of Reference (TOR) as per the evaluation criteria below. The obtainable number of points specified for each evaluation criterion indicates the relative significance or weight of the item in the overall evaluation process. Please see the Detailed Breakdown of Obtainable Points in the Annex III-A. 
Price Evaluation

In the second stage the price proposals of all contractors who attained minimum 70% of the maximum score (490 points and more) for the technical evaluation will be reviewed.  Arithmetical errors will be rectified on the following basis: if there is a discrepancy between the unit price and the total price, the unit price shall prevail and the total price shall be corrected.  If the Bidder does not accept the correction of errors, its Proposal will be rejected. If there is a discrepancy between words and figures the amount in words will prevail.
The finance scoring will be calculated on the base of comparison of the amounts “A” proposed in the price schedule (total amount of the services for organizing events (please see Annex V)). The lowest cost financial proposal (out of technically compliant) will be awarded the maximum score - 300 points. All the other financial proposals will receive a number of points inversely proportional to their quoted price, e.g. (300 points )X (lowest price)/(quoted price). 
F. AWARD OF CONTRACT

22. Award criteria, award of contract

UNDP reserves the right to accept or reject any Proposal, and to annul the solicitation process and reject all Proposals at any time prior to award of contract, without thereby incurring any liability to the affected Bidder or any obligation to inform the affected Bidder or Bidders of the grounds for UNDP’s action. 

UNDP will award the contracts to 2 (two) Bidders, whose Proposals will receive the highest and the second highest sum of the score for technical and financial proposals. 
23. UNDP’s right to vary requirements at time of award

UNDP reserves the right at the time of award of contract to vary the quantity of services and goods specified in the RFP without any change in unit prices or other terms and conditions.

24. Signing of the contract

Within 15 days of receipt of the contract the successful Bidder shall sign and date the contract and return it to UNDP.
25. Vendor protest
UNDP vendor protest procedure provides an opportunity for appeal to those persons or firms not awarded a purchase order or contract through a competitive procurement process.  This procedure is not available to non-responsive or untimely Proposers or to those with rejected Proposals.  In the event that you believe you have not received fair treatment, the following link provides further details regarding UNDP vendor protest procedures:
http://www.undp.org/procurement/protest.shtml
	ANNEX II, RFP 830/2011
GENERAL CONDITIONS OF CONTRACT FOR PROFESIONAL SERVICES



1. LEGAL STATUS

The Contractor shall be considered as having the legal status of an independent contractor vis-à-vis UNDP. The Contractor's personnel and sub-contractors shall not be considered in any respect as being the employees or agents of UNDP or the United Nations. 

2. SOURCE OF INSTRUCTIONS

The Contractor shall neither seek nor accept instructions from any authority external to UNDP in connection with the performance of its services under this Contract. The Contractor shall refrain from any action which may adversely affect UNDP or the United Nations and shall fulfil its commitments with the fullest regard to the interests of UNDP. 

3. CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES

The Contractor shall be responsible for the professional and technical competence of its employees and will select, for work under this Contract, reliable individuals who will perform effectively in the implementation of this Contract, respect the local customs, and conform to a high standard of moral and ethical conduct. 

4. ASSIGNMENT

The Contractor shall not assign, transfer, pledge or make other disposition of this Contract or any part thereof, or any of the Contractor's rights, claims or obligations under this Contract except with the prior written consent of UNDP. 

5. SUB-CONTRACTING

In the event the Contractor requires the services of sub-contractors, the Contractor shall obtain the prior written approval and clearance of UNDP for all sub-contractors. The approval of UNDP of a sub-contractor shall not relieve the Contractor of any of its obligations under this Contract. The terms of any sub-contract shall be subject to and conform with the provisions of this Contract.

6. OFFICIALS NOT TO BENEFIT

The Contractor warrants that no official of UNDP or the United Nations has received or will be offered by the Contractor any direct or indirect benefit arising from this Contract or the award thereof. The Contractor agrees that breach of this provision is a breach of an essential term of this Contract. 

7. INDEMNIFICATION

The Contractor shall indemnify, hold and save harmless, and defend, at its own expense, UNDP, its officials, agents, servants and employees from and against all suits, claims, demands, and liability of any nature or kind, including their costs and expenses, arising out of acts or omissions of the Contractor, or the Contractor's employees, officers, agents or sub-contractors, in the performance of this Contract. This provision shall extend, inter alia, to claims and liability in the nature of workmen's compensation, products liability and liability arising out of the use of patented inventions or devices, copyrighted material or other intellectual property by the Contractor, its employees, officers, agents, servants or sub-contractors. The obligations under this Article do not lapse upon termination of this Contract. 

8. INSURANCE AND LIABILITIES TO THIRD PARTIES 

8.1 The Contractor shall provide and thereafter maintain insurance against all risks in respect of its property and any equipment used for the execution of this Contract. 

8.2 The Contractor shall provide and thereafter maintain all appropriate workmen's compensation insurance, or its equivalent, with respect to its employees to cover claims for personal injury or death in connection with this Contract. 

8.3 The Contractor shall also provide and thereafter maintain liability insurance in an adequate amount to cover third party claims for death or bodily injury, or loss of or damage to property, arising from or in connection with the provision of services under this Contract or the operation of any vehicles, boats, airplanes or other equipment owned or leased by the Contractor or its agents, servants, employees or sub-contractors performing work or services in connection with this Contract. 

8.4 Except for the workmen's compensation insurance, the insurance policies under this Article shall: 

(i) Name UNDP as additional insured; 

(ii) Include a waiver of subrogation of the Contractor's rights to the insurance carrier against UNDP; 

(iii) Provide that UNDP shall receive thirty (30) days written notice from the insurers prior to any cancellation or change of coverage. 

8.5 The Contractor shall, upon request, provide UNDP with satisfactory evidence of

the insurance required under this Article. 

9.   ENCUMBRANCES/LIENS

The Contractor shall not cause or permit any lien, attachment or other encumbrance by any person to be placed on file or to remain on file in any public office or on file with UNDP against any monies due or to become due for any work done or materials furnished under this Contract, or by reason of any other claim or demand against the Contractor. 

10.  TITLE TO EQUIPMENT

Title to any equipment and supplies that may be furnished by UNDP shall rest with UNDP and any such equipment shall be returned to UNDP at the conclusion of this Contract or when no longer needed by the Contractor. Such equipment, when returned to UNDP, shall be in the same condition as when delivered to the Contractor, subject to normal wear and tear. The Contractor shall be liable to compensate UNDP for equipment determined to be damaged or degraded beyond normal wear and tear. 

11. COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS

UNDP shall be entitled to all intellectual property and other proprietary rights including but not limited to patents, copyrights, and trademarks, with regard to products, or documents and other materials which bear a direct relation to or are produced or prepared or collected in consequence of or in the course of the execution of this Contract. At the UNDP's request, the Contractor shall take all necessary steps, execute all necessary documents and generally assist in securing such proprietary rights and transferring them to UNDP in compliance with the requirements of the applicable law. 

12.  USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATIONS

The Contractor shall not advertise or otherwise make public the fact that it is a Contractor with UNDP, nor shall the Contractor, in any manner whatsoever use the name, emblem or official seal of UNDP or the United Nations, or any abbreviation of the name of UNDP or the United Nations in connection with its business or otherwise.

13.  CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION

13.1 All maps, drawings, photographs, mosaics, plans, reports, recommendations, estimates, documents and all other data compiled by or received by the Contractor under this Contract shall be the property of UNDP, shall be treated as confidential and shall be delivered only to UNDP authorized officials on completion of work under this Contract.

13.2 The Contractor may not communicate at any time to any other person, Government or authority external to UNDP, any information known to it by reason of its association with UNDP which has not been made public except with the authorization of UNDP; nor shall the Contractor at any time use such information to private advantage. These obligations do not lapse upon termination of this Contract. 

14. FORCE MAJEURE; OTHER CHANGES IN CONDITIONS 

14.1 Force majeure, as used in this Article, means acts of God, war (whether declared or not), invasion, revolution, insurrection, or other acts of a similar nature or force which are beyond the control of the Parties. 

14.2 In the event of and as soon as possible after the occurrence of any cause constituting force majeure, the Contractor shall give notice and full particulars in writing to UNDP, of such occurrence or change if the Contractor is thereby rendered unable, wholly or in part, to perform its obligations and meet its responsibilities under this Contract. The Contractor shall also notify UNDP of any other changes in conditions or the occurrence of any event which interferes or threatens to interfere with its performance of this Contract. The notice shall include steps proposed by the Contractor to be taken including any reasonable alternative means for performance that is not prevented by force majeure. On receipt of the notice required under this Article, UNDP shall take such action as, in its sole discretion, it considers to be appropriate or necessary in the circumstances, including the granting to the Contractor of a reasonable extension of time in which to perform its obligations under this Contract. 

14.3 If the Contractor is rendered permanently unable, wholly, or in part, by reason of force majeure to perform its obligations and meet its responsibilities under this Contract, UNDP shall have the right to suspend or terminate this Contract on the same terms and conditions as are provided for in Article 15, "Termination", except that the period of notice shall be seven (7) days instead of thirty (30) days. 

15. TERMINATION 

15.1 Either party may terminate this Contract for cause, in whole or in part, upon thirty days notice, in writing, to the other party. The initiation of arbitral proceedings in accordance with Article 16 "Settlement of Disputes" below shall not be deemed a termination of this Contract. 

15.2 UNDP reserves the right to terminate without cause this Contract at any time upon 15 days prior written notice to the Contractor, in which case UNDP shall reimburse the Contractor for all reasonable costs incurred by the Contractor prior to receipt of the notice of termination. 

15.3 In the event of any termination by UNDP under this Article, no payment shall be due from UNDP to the Contractor except for work and services satisfactorily performed in conformity with the express terms of this Contract. The Contractor shall take immediate steps to terminate the work and services in a prompt and orderly manner and to minimize losses and further expenditures. 

15.4 Should the Contractor be adjudged bankrupt, or be liquidated or become insolvent, or should the Contractor make an assignment for the benefit of its creditors, or should a Receiver be appointed on account of the insolvency of the Contractor, UNDP may, without prejudice to any other right or remedy it may have, terminate this Contract forthwith. The Contractor shall immediately inform UNDP of the occurrence of any of the above events. 

16. SETTLEMENT OF DISPUTES 

16.1. Amicable Settlement 

The Parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of, or relating to this Contract or the breach, termination or invalidity thereof. Where the parties wish to seek such an amicable settlement through conciliation, the conciliation shall take place in accordance with the UNCITRAL Conciliation Rules then obtaining, or according to such other procedure as may be agreed between the parties. 

16.2. Arbitration 

Unless, any such dispute, controversy or claim between the Parties arising out of or relating to this Contract or the breach, termination or invalidity thereof is settled amicably under the preceding paragraph of this Article within sixty (60) days after receipt by one Party of the other Party's request for such amicable settlement, such dispute, controversy or claim shall be referred by either Party to arbitration in accordance with the UNCITRAL Arbitration Rules then obtaining, including its provisions on applicable law. The arbitral tribunal shall have no authority to award punitive damages. The Parties shall be bound by any arbitration award rendered as a result of such arbitration as the final adjudication of any such controversy, claim or dispute.

17. PRIVILEGES AND IMMUNITIES 

Nothing in or relating to this Contract shall be deemed a waiver, express or implied, of any of the privileges and immunities of the United Nations, including its subsidiary organs. 

18. TAX EXEMPTION 

18.1 Section 7 of the Convention on the Privileges and Immunities of the United Nations provides, inter-alia, that the United Nations, including its subsidiary organs, is exempt from all direct taxes, except charges for public utility services, and is exempt from customs duties and charges of a similar nature in respect of articles imported or exported for its official use. In the event any governmental authority refuses to recognize the United Nations exemption from such taxes, duties or charges, the Contractor shall immediately consult with UNDP to determine a mutually acceptable procedure. 

18.2 Accordingly, the Contractor authorizes UNDP to deduct from the Contractor's invoice any amount representing such taxes, duties or charges, unless the Contractor has consulted with UNDP before the payment thereof and UNDP has, in each instance, specifically authorized the Contractor to pay such taxes, duties or charges under protest. In that event, the Contractor shall provide UNDP with written evidence that payment of such taxes, duties or charges has been made and appropriately authorized. 

19 CHILD LABOUR

19.1 The Contractor represents and warrants that neither it, nor any of its suppliers is engaged in any practice inconsistent with the rights set forth in the Convention on the Rights of the Child, including Article 32 thereof, which, inter alia, requires that a child shall be protected from performing any work that is likely to be hazardous or to interfere with the child's education, or to be harmful to the child's health or physical mental, spiritual, moral or social development. 

19.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract immediately upon notice to the Contractor, at no cost to UNDP. 

20 MINES

20.1  The Contractor represents and warrants that neither it nor any of its suppliers is actively and directly engaged in patent activities, development, assembly, production, trade or manufacture of mines or in such activities in respect of components primarily utilized in the manufacture of Mines. The term "Mines" means those devices defined in Article 2, Paragraphs 1, 4 and 5 of Protocol II annexed to the Convention on Prohibitions and Restrictions on the Use of Certain Conventional Weapons Which May Be Deemed to Be Excessively Injurious or to Have Indiscriminate Effects of 1980. 

20.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract immediately upon notice to the Contractor, without any liability for termination charges or any other liability of any kind of UNDP. 

21. OBSERVANCE OF THE LAW

The Contractor shall comply with all laws, ordinances, rules, and regulations bearing upon the performance of its obligations under the terms of this Contract. 

22. AUTHORITY TO MODIFY

No modification or change in this Contract, no waiver of any of its provisions or any additional contractual relationship of any kind with the Contractor shall be valid and enforceable against UNDP unless provided by an amendment to this Contract signed by the authorized official of UNDP.

	ANNEX III
TERMS OF REFERENCE

Event Management Services RFP/830/2011



A. Background 

The following UN agencies in Belarus - UNDP, UNFPA, UNAIDS, WHO, UNHCR, UNFPA  - regularly organize conferences, workshops, seminars and meetings (“Events”) in respect of its programme implementation on the territory of the Republic of Belarus. To achieve cost efficiency from economies of scale while ensuring outstanding quality of services, it was agreed by the UNDP and other UN agencies in Belarus to consolidate all Events Management requirements and enter into a common contract(s) with a qualified company(ies).  

UNDP Belarus will take a lead on tendering and on behalf of other UN agencies in Belarus desires to conclude a Long Term Agreement(s) (LTA) for a maximum period of three (3) years for Event Management services with a company(ies) specialized in this area of services. The successful company(ies) (hereinafter referred to as the "Contractor(s)”) shall be contracted for an initial period of one year, and the contract shall be renewable upon satisfactory evaluation of performance. UNDP will select two qualified Contractors based on the results of competitive process. An estimated turnover on event related services within three (3) years would be around           USD 1 020 000 for events management. The LTA(s) shall not guarantee an estimate volume of sales on the part of UNDP and other UN agencies in Belarus (further referred to as “UN Agencies”). Each of UN agencies will contact the service provider(s) separately regarding their requirements for the individual events covered by this TOR. 

Upon request of the UN agency the service provider is expected to deliver a set of event management services such as listed below (please note that in each specific request the UN agency will not always order the whole set of services):

· Finding a suitable venue for organizing conferences, meeting, seminars: source subcontractors, agree terms and sign a contract for respective services; 

· Organizing meals, coffee-breaks during the events, liaise with an appropriate catering supplier and manage all catering requirements

· Providing administrative support during events: distribute invitations, staffing of event reception/registration desk, source and liaise with potential speakers and facilitator 

· Arranging of events space:  ensuring requested tables disposition, providing information signs 

· Renting of equipment necessary for events conduction

· Arranging hotel accommodation for participants

· Arranging transportation for participants when needed

· Provide additional support services such as: printing and copying of information materials, photo and video services, hiring facilitators and/or presenters when needed.

More detailed Scope of Services is provided in the Section B below. 

B. Scope of Services

The LTA(s) will list unit prices for essential activities/ items proposed by the Contractor(s) during the tender. The Contractor(s) will be requested to provide quotations for a specific Terms of Reference using the initially agreed unit prices. Below is a statement of the main items in the scope of services requested by UN Agencies.

B.1 Event Management and Meeting Package: 

The Contractor(s) shall upon, request and receipt of duly authorized instructions from the respective UN Agencies, facilitate the organization and make all necessary arrangements in organizing events nationwide. Specifically, the Contractor(s) shall do some or all of the following activities:

1. Identify suitable conference meeting halls in a timely manner. The Contractor(s) has to ensure that the recommended venues have a good security system.  The Contractor(s) has to collect and submit for respective UN Agency approval three competitive offers when the amount for a subcontractor’s services exceeds            2500 USD. 
2. Arrange meals for participants within maximum amounts for a participant per day agreed with the respective UN agency. Ensure that meeting packages (lunch, coffee breaks, and dinner) are provided and arranged in timely manner and as required. Ensure that mineral and still water for the participants is provided.

3. Ensure the following services on the events organization are provided:

- simultaneous interpreter system and additional electronic and audio-visual equipment are rented, installed and fully functional (screen, LCD, pointers, notebooks/laptops, desktop, printers, photocopy machine, microphone, tape recorder, lightning, cable extension, etc.);

- workshop consumables prepared (flipchart paper and set of markers, folders for participants, name tag, quality pens, direction signs holders, name tent holders, etc.). Note: 3 reusable direction wall signs holders with plastic covers for allocation of A4 paper signs and 5 reusable plastic tent holders for allocation of A4 paper name signs shall be provided by the Contractors free of charge on as need basis;

- internet access is provided in the venue area, seating and venue arrangement/decoration performed when needed, direction guiding signs are installed;

- arrangement of participant’s invitation as well management of participants’ registration to the event. These include: (a) design and print invitation and registration forms, (b) sending out the invitations, (c) communication with participants regarding their participation and requirements, and (d) creation of participant list (with their institution and contact number) (e) staffing of event reception/registration desk (f) monitoring of and reporting on actual attendance at the event;
- copying and /or printing of information materials for the participants when needed as per samples/design layouts provided by UN agencies;
- source and liaise with potential speakers and facilitators;
- liaise with hotel/conference venue management on all the organizational issues.
4. Supplementary services for arranging free time of participants (excursions, participation in social events) provided if needed.
5. Photo and Audio/Video documentation and production of the photos and audio/video is ensured when required.  

6. Arranging transportation for participants (may involve different vehicle types depending on the size of the group): 

· Airport/railway pickup
  of the participants;
· Transportation within Minsk: form/to hotel to/from venue facilities, when needed;
· Transportation of participants on the territory of Belarus.
All vehicles and drivers should be insured. All vehicles for the rent should be clean and well maintained (minimum C class vehicles according to the UNECE classification). Drivers should have not less than 5 years of driving experience. 

B.2 Hotel Accommodation:  

The Contractor(s) shall upon request and receipt of duly authorized instructions from the respective UN Agencies, facilitate the organization and make all necessary arrangements for the hotel accommodation nationwide. This shall include booking the rooms and all associated facilities. Specifically, the Contractor(s) shall do some or all of the following activities:

1. Identify suitable hotel accommodations in a timely manner. 

2. Make the requested room reservations for lodging accommodations when requested by the respective UN Agencies. This service shall include initiating and confirming reservations, communicating the reservation status with the respective UN Agencies’ guests, and confirming the all-inclusive or any other type of rate requested at which the reservation is made.

3. Host and facilitate the accommodation of the respective UN Agencies’ participants.

4. Negotiate to the maximum extent possible discount rates for hotel accommodations applicable specifically to reservations by the respective UN Agencies on a nationwide basis. 
 

C.  Reporting

1.  The Contractor(s) shall provide the respective UN Agencies with a detailed Certificate for Services Completed for each Event within ten (10) days of the completion of the Event. The Certificate for Services Provided should list all the costs subcontracted (with copies of the invoices from subcontractors) and detailed calculation of Contractor’s service fees. 

2. The Contractor(s) shall provide UN Agencies with Yearly Reports summarizing the activities performed for the UN Agencies during the year including: quantity and size of events (event duration, quantity of participants) per each UN Agency, costs of the events per each Agency, improvement undertaken by the Contractor(s) in order to perform better services for the UN Agencies.

D. Service Standards

1. The Contractor(s) shall provide polite, responsive and efficient service at all times to fulfill the respective UN Agencies’ requirements. As a service objective, telephone calls and emails should be answered promptly.

2. The Contractor(s) shall not favor any particular carrier or service provider when making reservations.  The Contractor(s) shall maintain excellent relations with all carriers for the benefit of UN Agencies.

3. The contractor will be assessed for the performance of its services and deliver its products in accordance prescribed minimum performance standards set by the UN Agencies described in Clause K below.

4. Contractor(s) shall provide the following service hours: Monday – Friday between 8.00 am and 6.00 pm and during event arrangement.

5. Contractor(s) shall acknowledge immediately any complaints and disputes which arise and resolve them within ten (10) days. 

E. Quality Control for the Services

1. The Contractor(s) shall monitor the quality of the services provided to UN Agencies on a regular and continual basis. These procedures shall include a self-inspection system covering all the services to be performed in the Contract, and shall include a method for monitoring, identifying and correcting deficiencies in the quality of service furnished to the respective UN Agencies. UN Agencies shall be notified of any deficiencies found and corrective action taken.

2. UN Agencies reserve the right to conduct their own quality control surveys to ensure the adequacy of the services and to compare unit rates for services with existing in the market.

3. The Contractor(s) warrants that the personnel assigned to handle UN Agencies arrangements shall have a strong event management and hotel reservation skills and experience and shall constantly be trained to be kept up to date.

F. Personnel Required

1. The Contractor(s) shall assign personal managers (main and backup) to oversee the services provided to the UN Agencies and to ensure full compliance with all requirements of the Contract with the UN Agencies. The minimum qualifications for managers are: high education, minimum 3 years of experience in events management services, advanced or upper-intermediate English language level.
2. The Contractor(s) shall assign adequate personnel to service satisfactorily the volume of work and to fulfill its obligations under the Contract with UNDP Belarus on behalf of the UN Agencies

3. The Contractor’s employees shall perform their functions in a highly efficient and professional manner.

G. Requirements for the Contractor(s)

The Contractor(s) should have:

1. Proven experience and strong track record in organizing and managing events (at least 3 years).

2. Proven experience in organizing events for international customers (at least 3 international customers for the last 3 years).

3. Experience in holding at least 2 large scale events for the last 3 years (with 100 participants and more).

4. Availability of at least 3 regular clients (with repetitive contracts – 2 and more times).

5. Availability of at least 3 recommendations from major companies and organizations.

6. Financially stability which is evidenced by the healthy Balance Sheets and Profit and Loss Statements, or other relevant financial statement (in case if Contractor applies simplified accounting practices).
H. Payment Terms
While LTA will serve as legal umbrella for the contractual relationship, every order for a particular event will be placed through a separate Purchase Order with the following payment mode: 

First Payment: 20% of Purchase Order amount or USD 30,000, whichever is less - payment upon Purchase Order issuance. 

Final Payment: 80% of payment upon signature of the Certificate for Services Provided.

Note: In case of large scale long duration events the additional interim payment can be agreed with UN agency upon achieving of specific milestones. 

K. Performance Standards and Service Level Guarantees

The Contractor(s) shall perform its services and deliver its products in accordance with the herein prescribed minimum performance standards set by the UN Agencies:

	PRODUCT/ SERVICE
	PERFORMANCE ATTRIBUTE
	DEFINITION
	STANDARD/ SERVICE LEVEL

	1. Conferences and Meetings including catering
	Accuracy
	Ability to perform task completely and without error.
	Zero-Error conferences arrangements

	
	Timelines of Delivery
	Ability to deliver product or service on or before promised date.
	Meeting hall and catering confirmation is made at the latest one (1) week before the event takes place

	2. Provide additional support services such as interpreters, audio visual equipment, workshop materials and others as required 


	Timeliness of Delivery
	Ability to deliver service promptly.
	Confirmation on the delivery of the service on the date of the event is received at the latest one (1) week before the event

	
	Quality
	Ability to deliver excellent product or service. 
	Product or service is delivered with minimum 95% of the required quality

	3. Administrative and Secretarial Services
	Speed and Efficiency
	Ability to deliver product or service promptly and with the minimum use of resources.
	Required services are delivered within the deadline

	
	Accuracy
	Ability to perform task completely and without error.
	Zero-Error on administrative and secretarial services

	
	Quality
	Ability to deliver excellent product or service.
	Product or service is delivered with minimum 95% of the required quality

	4. Photo and Audio/Video documentation

	Timeliness of Delivery
	Ability to deliver service promptly.
	Confirmation on the delivery of the service on the date of the event is received at the latest one (1) week before the event

	
	Quality
	Ability to deliver excellent product or service. 
	Services are delivered with minimum 95% of required quality

	5. Distribute invitations 
	Accuracy
	Ability to perform task completely and without error.
	Zero-Error on distribution and no delays and at least 90% confirmed RSVPs attend the event

	
	Speed and Efficiency
	Ability to deliver product or service promptly and with the minimum use of resources.
	Invitations are sent within one (1) day upon finalization of invitation letter and confirmed at the latest  forty-eight (48) hours before the event

	6. Vehicle Rental/ Meet and Greet
	Timeliness of Delivery
	Provide transport to Travellers from/to UN Agencies, hotels or residences to/from airport or other destinations as required. 
	Within forty-eight (48) hours before departure or arrival, the Contractor(s) shall have the vehicle rental/meet and greet assistance arranged

	7. Accommodation
	Accuracy
	Ability to perform task completely and without error.
	Zero-Error accommodation arrangements

	
	Timelines of Delivery
	Ability to deliver product or service on or before promised date.
	Accommodation confirmation is made at the latest one (1) week before the event take place 

	8. Reporting
	Management Information
	Information is captured for all the services provided. 
	Provide complete Activity Report, Quarter Reports, and Yearly Reports. 

	
	Timelines of Delivery
	Ability to provide report on or before the promised date.


	Activity Report is delivered within one (1) week after the event and Quarter Reports and Yearly Reports are delivered within two (2) weeks after the end of the respective month.

	9. Service Quality
	Accessibility
	Ability to access or approach Contractor 
	Response Time: Answer 80% of calls within 3rd ring.

Hold Time: Maximum 20% of calls placed on hold

Call Back Time: 90% of all call-back within 60 minutes

Abandoned Calls: Maximum 5% lost calls during normal hours

E-mail: available and response within the same day

	
	Speed and Efficiency
	Ability to provide Face to Face Assistance with the minimum use of resources.
	Waiting Time for Assistance: Not more than five (5) minutes

	10. Hours of Operation
	Readiness to do Business
	Sufficient manpower to commence business at the start of office hours.
	Service hours: Monday – Friday between 8.00 am and 6.00 pm. And during event arrangement.

	11. Complaint and Disputes
	Acknowledgment
	Provide written acknowledgement.
	Written acknowledgement provided within 24 hours.

	
	Problem Solving
	Ability to resolve complaints.
	Within ten (10) days disputes and misunderstanding are resolved.

	12. Quality Control
	Accuracy
	Ability to provide service without error.
	Log maintained to compare error rate with total transactions.

	
	Speed and Efficiency
	Ability to deliver service promptly and with the minimum use of resources.
	Inadequate quality of service is mended within forty-eight (48) hours

	13. Provide staffing and support of all associated conference workshops
	Competence
	Minimum experience.
	a. Personal managers have a high education, minimum 3 years of experience in events management services, advanced or upper-intermediate English language level.

b. Event managers: have minimum 3 years average experience in the related field. 
c. Minimum 5 years of experience in events management services for a Director/CEO.

	14. Bills


	Accuracy
	Ability to generate billing statements without errors.
	Zero-Error or no discrepancy between invoices and attachments.

	
	Clarity
	Ability to generate bills that are transparent or easy to understand.
	Zero-Returns for clarification/ explanation.

	15. Quotation
	Timeliness of Delivery
	Ability to provide quotation on or before the promised date.


	Within one (1) week from time of request shall immediately submit quotation based on the activities requested.

	
	Accuracy
	Ability to prepare quotation without errors.
	Zero-Error or no discrepancy between quotation and agreed unit price stated in the LTA

	
	Fairness
	Reasonable charges for services that do not have unit price in the LTA.
	At lower rates than or same rates as market standards.


L. Annual structure of the UN agencies events in Belarus by number of days and participants

	No. of  Days/ Participants
	Number of Events
	Incl. Minsk events
	Incl. Regional Events

	1/0-30
	29
	25
	4

	1/31-50
	26
	23
	3

	1/51-100
	11
	9
	2

	1/>100
	7
	5
	2

	Total for 1 day events
	73
	62
	11

	2/0-30
	18
	15
	3

	2/31-50
	13
	11
	2

	2/51-100
	6
	5
	1

	2/>100
	1
	1
	0

	Total for 2 days event
	38
	32
	6

	3/0-30
	7
	6
	1

	3/31-50
	17
	14
	3

	3/51-100
	3
	2
	1

	Total for 3 days events
	27
	22
	5

	4-5/0-30
	8
	7
	1

	4-5/31-50
	10
	8
	2

	Total for 4-5 days events
	18
	15
	3

	Total for 0-30 participants
	62
	53
	9

	Total for 31-50 participants
	66
	56
	10

	Total for 51-100 participants
	20
	16
	4

	Total for more than 100 participants
	8
	6
	2


M. Structure of the most frequently used hotels in a total number of events of the UN agencies in Belarus for years 2009-2011 

	Location/Hotel
	Structure, %

	Minsk/Minsk
	12,71

	Minsk/Yubileiny
	0,85

	Minsk/Oktyabrskiy
	1,69

	Minsk/Viktoria
	8,47

	Minsk/Crown Plaza
	11,02

	Minsl/Europe
	2,54

	Minsk/IBB
	22,03

	Minsk/Planeta
	5,93

	Minsk/Ratomka
	0,85

	Minsk/Belsoft
	0,85

	Minsk/Belarus
	4,24

	Minsk/Academy of Postgraduate Education
	6,78

	Minsk region/Minsk children's health camp Leader
	0,85

	Minsk/Orbita
	3,39

	Minsk/Sputnik
	0,85

	Logoisk/Sport Center
	0,85

	Raubichi/National Bank Training Center
	0,85

	Minsk/Staiki
	0,85

	Minsk/Tourist
	0,85

	Minsk/Dom Druzhby
	0,85

	Minsk/National Library Graf Cafe
	0,85

	Total for Minsk and regions
	88,14

	Berezinsky/Serguch
	0,85

	Berezinsky/Plavno
	0,85

	Total for Vitebsk and regions
	1,69

	Gomel/Gomeltourist
	3,39

	Gomel/Sozh
	1,69

	Mozyr/Pripyat
	0,85

	Total for Gomel and regions
	5,93

	Mogilev/Tourist
	0,85

	Mogilev/Gubernskaya
	0,85

	Mogilev/Mogilev
	0,85

	Total for Mogilev and regions
	2,54

	Brest/Druzhba
	0,85

	Brest/City Council
	0,85

	Brest/Intourist
	0,85

	Brest/Tourist
	0,85

	Total for Brest and regions
	3,39


N. List of hotels (UNDP long term agreements holders) with discounts for the UN Agencies

	No
	Hotel name, location
	Discounts

	1.
	Hotel Yubileiny, Minsk
	10% for 1-9 persons, 20% for more than 10 persons, 30% for more than 10 persons on weekends for accommodation

	2.
	Hotel Minsk, Minsk
	10-30% for accommodation

	4.
	Minsk Princess Hotel, Minsk
	25-40% for accommodation 

	5.
	Business center Stolitsa (Viktoria), Minsk
	15% for 1-5 persons, 20% for more than 5 persons for accommodation

	6.
	Hotel Planeta, Minsk
	10% for accommodation 

	7.
	Minotel (Sputnik Hotel), Minsk
	10% discount if the total number of orders exceeds 150 nights


	8.
	Gomeltourist Hotel, Gomel
	10% for accommodation


Annex III-A
DETAILED BREAKDOWN OF OBTAIANBLE POINTS FOR TECHNICAL PROPOSAL
	TECHNICAL EVALUATION OF PROPOSALS FOR EVENT MANAGEMENT SERVICES
	Max. obtainable points
	Company / Other Entity

	
	
	A
	B
	C
	D
	E

	A. TECHNICAL PROPOSAL


	
	

	1
	Professional Experience, Reputation, Strength of Event Management Company
	400
	
	
	
	
	

	2. 
	Proposed Methodology and Work Approach
	150
	
	
	
	
	

	3.
	Qualification and Experience of Assigned Event Manager
	150
	
	
	
	
	

	
	Totally maximum points for technical evaluation (parts 1+2+3)
	700
	
	
	
	
	

	Detailed Breakdown of obtainable points per each Evaluation Criteria

	
	Points obtainable

	Part 1. Professional Experience, Reputation, Strength of Event Management Company (1.1.+1.2), including:

	400

	1.1  Professional Experience and Reputation of Event Management Company (1.1.1 +1.12+1.1.3+1.1.4+1.1.5):
	200

	1.1.1 Number of years in business, including:
	50

	- at least 3 years of company experience in the market
	35

	- for more than 3 years (3 points per every extra year in the market but not more than 15 points)
	15*

	1.1.2 Events management for international  organizations/large scale international companies/ multinational corporations or their representative offices  for the last 3 years, including:
	50

	- rendering services to at least 2 International Customers for the last 3 years
	35

	- rendering services for more than 2 International Customers (1 point per every extra customer, but not more than 15  points) 
	15*

	1.1.3 Organizing large scale events for the last 3 years (100 participants and more), including:
	40

	-2 events at least
	28

	-more than 2 events (3 points per every extra event but not more than 12 points) 
	12*

	1.1.4 Availability of regular customers (contracts are concluded with the same customer 2 and more times) including:
	30

	- at least 3  regular clients 
	20

	- more than 3 regular clients – 2 points per every extra client, but not more than 10 points
	10*

	1.1.5 Reliability (references or letters of recommendations with positive feedbacks from the clients), including:
	                 30

	- minimum 3 recommendations from major companies and organizations
	20

	- recommendations from International Organization(s)/embassies/ multinational corporations (at least 1)
	10*

	1.2  Event Company Strength and Capacity (1.2.1+1.2.2+1.2.3):


	200

	1.2.1 Size of a company (number of employees), including:

	70

	-availability of at least 2 event managers 
	35

	-availability of more than 2 event managers (3 points per every additional event manager, but no more than 15 points)
	15*

	-availability of other event management staff (designers,  IT specialists, technicians, other relevant personnel– 2 points per every specialist, but not more than 20 points)
	20*

	1.2.2 Volume of sales (annual turnover), including:
	50

	-annual turnover in 2010 of at least 160 000 USD
	30

	-annual turnover in 2010 of  more than 160 000 USD (1 point per every additional 10 000USD of turnover but not more than 20 points)
	20*

	1.2.3 Personnel Competence (Experience of the CEO (Director), event managers, English knowledge of the staff), including: 
	80

	-at leat 5 years of managerial experience for a Director/CEO 
	20

	-more  than  5 years of managerial experience for a Director/CEO (2 points per extra year, but not more than 10 points)
	10*

	-at least 3  years of average experience in the relevant field of event managers 
	34

	-more  than  3 years of average experience of event managers in the relevant field (4 points per every additional year, but not more than 16 points)
	16*

	Part 2. Proposed Methodology and Work Approach (based on the sample case study), including (2.1+2.2+2.3): 
	150

	2.1 Is the scope of proposal well defined and does it correspond to the TOR? 
	50

	2.2. Have the important aspects of the task been addressed in sufficient detail? 
	50

	2.3 Is the presentation clear, seats deadlines and is the sequence of activities and the planning is logical, realistic, and promise efficient implementation of the event ?
	50

	Part 3. Qualification and Experience of Assigned Event Manager,  including (3.1+3.2+3.3)
	150

	3.1 Qualification, Education, including:
	50

	- University Degree in management/linguistic/social sciences/economics/culturology or similar fields  (at least one certificate or diploma)
	35
	

	- any other additional certificate(s) in related to event management fields (3 points per additional degree/certificate, but not more than 15 points)
	15*
	

	3.2 Professional Experience, including:
	50

	-at least 3 years of experience in event management (3 years is a minimum requirement)
	35
	

	-more than three years of experience in event management services (3 points per every additional year, but not more than 15 points)
	15*
	

	3.3 Interview and written test (evaluation of professional skills will be conducted based on written tests and replies during the interview)
	50

	-English language knowledge 
	15

	-Professional skills
	20

	-Client orientation
	15


*additional points that can be obtained by satisfying given evaluation criteria 

Annex III-B
GUIDELINES TO STRUCTURING TECHNICAL PROPOSAL

	Required Documents
	Submitted

	
	Yes
	No

	1. 
	General Information:

· Copy of the State Certificate of Registration (please provide the copies of all certificates of registration, if the company was re-registered)
· Profile of the company describing main areas of the company’s expertise, history of the company development, types of services being provided, main achievements. 
· The information about rendering services in events management according to the template provided in the below Tables 1 and 2 for:   
·  organizing and managing events for international customers (international organizations, international companies, multinational corporations or their representative offices) for the last 3 years, including clients contact details and contracts value in USD, 
· organizing and managing of large scale events with 100 participants and more for the last 3 years, including clients contact details and contracts value in USD;
· List of regular major corporate clients (with whom contracts were concluded 2 and more times): including the following information: clients name and country, contact person details, cooperation details (list of contracts, contracts amounts in USD) - see Table 3 below.
 
	
	

	2. 
	Business References:

· At least three letters of Recommendations from major companies and/or international customers 

	
	

	3. 
	Size of Agency. Personnel competences
· List of the firm’s staff: Director or CEO, event managers, IT specialists and\or technicians, other related to events management personnel. The following information should be indicated in the list as per Table 4 below: name, position, experience in events management and/or technical support for events conduction in years with detailed description of the performed duties;
· CV of a Director/CEO.

	
	

	4. 
	Dedicated Event Managers.

· In the personnel list above please clearly indicate the names of the Events Managers (main and alternate) who will be personally responsible for organizing the events for UN agencies;

· The following documents should be submitted for UN agencies dedicated Event Managers: 

· CVs (name, position, experience in events management and/or technical support for events conduction in years with detailed description of the performed duties, level of English language knowledge (beginner, intermediate, upper-intermediate or advanced),
· copies of the following diplomas\certificates: university qualification, language qualifications, other certificates/diplomas relevant to events management 


	
	

	5. 
	Proposed Methodology

· This section should demonstrate the Offeror’s responsiveness to the requirements by identifying the specific components proposed, addressing the requirements, as specified, point by point; providing a detailed description of the essential service characteristics, proposed warranty; and demonstrating how the proposed methodology meets or exceeds the specifications. Offeror is also expected to show involvement in each stage of the process, timeline for the stages and how to sort out last minute changes. You proposal should be based on the following scenario:
“UN Agency approaches your firm to manage an event (one week before the scheduled dates of an event) for a group of people that includes UN Agency staff members, Belarusian government (Ministries) representatives and foreign experts. The event should be managed by three trainers. Speeches will be given by and to both parties and will tackle urgent and sensitive issues of an environment project. Some participants cannot communicate in Russian language. The pickup from and to the Minsk National Airport should be arranged for 3 foreign experts. Twenty five (25) of the participants need accommodation in a decent hotel for 1 night with reasonable rates and within walking distance to the place of venue. The participants will have 2 coffee-brakes, lunch and a dinner at the first day and 2 coffee-brakes and a lunch for the next day. The event schedule will be as follows:

-Day one (9:00am to 4:00pm): Workshop for a group of 60 people. The group will be divided equally into three sub-groups. The sub-groups will meet in separate rooms and need consecutive translators. At the end of the day, after dinner, they need to have a guided bus tour (for 35 persons) in the city centre to visit various places of interest.

-Day two (10:00am to 1:00pm). Speeches and presentations for 60 people with all-time simultaneous translation. After the lunch time a group of 15 persons will visit a Reserve (120 km. from Minsk). They will meet with the Reserve administration and have a 1 hour discussion (consecutive translation should be provided). After the discussion they will have a 15 minutes coffee-brake and a 1 hour guided tour into the Reserve.”

 Your proposal to the above scenario should details all steps taken before, during and after the process. It should be also real and based on facts in terms of the venues to accommodate the requirements, competitive prices, personnel involved, options, anticipated risks, recommendations, timeline for each step, evaluation, etc. 
	
	

	6. 
	· Balance Sheets and Profit and Loss Statements for 2008, 2009, 2010. The offerors should submit a Balance Sheet and Profit and Loss Statement for 2010 certified by Auditors;

· Volume of sales (annual turnovers) for the years 2011, 2010, 2009, 2008 in the form provided in the Table 5A below;
· Current ratio for the years 2010, 2009, 2008 in the form provided in the Table 5B below;

· In case of application of simplified tax accounting scheme by the company the financial information about its annual turnovers and profit\losses should be presented in other applicable forms and certified by independent accountants/auditors.
	
	

	7. 
	Proposal Submission Form (Annex IV) 


	
	

	8. 
	Finance Proposal (Annex V)
· The finance proposal should contain total “fixed price” quotation indicating the overall total amount in US dollars or any other convertible currencies proposed to UNDP;
· the Proposer should fill in all the tables provided in the Annex V.

	
	


UN Agencies recognize the importance of confidentiality of the data provided and the proposal information
Table 1. Events for international customers for the last 3 years

	Name of Client , Country
	Date and Amount of Contract in USD
	Brief description of an event (title,  place, participants number) 
	Contact person (name, title, phone number)*

	
	
	
	

	
	
	
	

	
	
	
	


Table 2. Large scale events with 100 participants and more for the last 3 years

	Name of Client , Country
	Date and Amount of Contract in USD
	Brief description of an event (title,  place, participants number) 
	Contact person (name, title, phone number)*

	
	
	
	

	
	
	
	

	
	
	
	


Table 3. Regular major corporate clients (contracts were concluded 2 and more times)
	Name of Client , Country
	Contact person (name, title, phone number)*
	Dates of Contracts 
	Amounts of Contracts in USD

	
	
	
	

	
	
	
	

	
	
	
	


*UNDP reserves the right to contact companies included in the list for performance references.
Table 4. Company’s staff (including temporary involved personnel)

	Name**


	Title
	Years of relevant experience 
	Detailed description of duties

	
	
	
	

	
	
	
	

	
	
	
	


**UN agencies dedicated Events Managers (main and alternate) should be indicated
Table 5A. Annual turnover for the most recent business years, for which the account are closed, and projected of the current year.
	
	2008

Year -3
	2009

Year -2
	2010

Year-1
	As per 01.07.2011



	Turnover, USD
	
	
	
	


Table5B. Calculation of the Average Current Ration ≥ 1.0 for the last three years 
	Euro
	2008

Year -3 (Y3)
	2009

Year -2 (Y2)
	2010

Year-1(Y1)

	1.Total Current Assets 
	
	
	

	2.Total Current Liabilities
	
	
	

	3.Current Ratio (1 / 2)
	
	
	

	Average = Current Ratio [(Y3+Y2+Y1) / 3 ) =


ANNEX IV
RFP/UNDP/830/2011

To:
UNDP Belarus

Dear Sir/Madam:


We, the undersigned, hereby offer to provide professional services for event management services in accordance with your Request for Proposal dated September 30, 2011 and our Proposal.  We are hereby submitting our Proposal, which includes the Technical Proposal and Financial Proposal sealed under a separate envelope.

We hereby declare that all the information and statements made in this Proposal are true and we accept that any misinterpretation contained in it may lead to our disqualification.

We confirm that we have read, understood and hereby accept the Terms of Reference describing the duties and responsibilities required of us in this RFP, and the General Terms and Conditions of UNDP’s Contract for Professional Services.

We agree to abide by this Proposal for 120 days.


We fully understand and recognize that UNDP is not bound to accept this proposal, that we shall bear all costs associated with its preparation and submission, and that UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the evaluation.


We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  


Name and Title of Signatory:  


Name of Firm:  


            Contact Details :  










[please mark this letter with your corporate seal]
	ANNEX V
PRICE SCHEDULE
Event Management Services RFP/830/2011


The Contractor is asked to prepare the Price Schedule as a separate envelope from the rest of the RFP.

The format shown on the following pages should be used in preparing the price schedule. The format includes detailed breakdown of services, which will form the basis for long-term agreement.

The price proposals of the companies, non-residents of the Republic of Belarus shall not include VAT. 

In the price proposals of the companies, Residents of the Republic of Belarus, VAT, if included shall be clearly indicated in the price proposal.  In such a case, VAT, if any, will be paid to the contractor and reimbursed to UNDP by the Ministry of Finances of the Republic of Belarus.

Note: Service charges or any associated costs are expected to be gradually decreasing for bigger number of participants or duration of the events. Procuring UN entity is expecting to benefit from economies of scale. The fee rates, prices indicated in tables 1-9 should be fixed for the respective participants’ ranges or a number of days and be applied for further LTA’s terms.

PART 1. UNIT RATES FOR THE EVENT MANAGEMENT SERVICES.

Please fill in the tables 1A and 1B with fee rates for various types of services for events in and outside of Minsk.  

Table 1A.  Fee rates for events in Minsk, USD

	Service/Range of participants
	Fee rate for 1-30 participants
	Fee rate for 31-50 participants
	Fee rate for 51-100 participants
	Fee rate for 101-150 participants

	Distribution of invitations among participants, receiving of participants confirmations (via e-mail/mail/calls)
	
	
	
	

	Source subcontractors, agree terms and sign a contract for accommodation of participants*  
	
	
	
	

	Source subcontractors, agree terms and sign a contract for a conference hall rent*  
	
	
	
	

	Source subcontractors, agree terms and sign a contract for providing of meals  to participants*  
	
	
	
	

	Source a trainer, agree terms and sign a contract
	
	
	
	

	Registration of participants
	
	
	
	

	Total service charge for events in Minsk (SCm participants No.)
	
	
	
	


*including submission of 3 alternative offers to UNDP if a contract amount recalculated to USD at the UN official exchange rate for the date of a contract exceeds 2500 USD

Table 1B.  Fee rates for events outside of  Minsk, USD

	Service/Range of participants
	Fee rate for 1-30 participants
	Fee rate for 31-50 participants
	Fee rate for 51-100 participants
	Fee rate for 101-150 participants

	Distribution of invitations among participants, receiving of participants confirmations (via e-mail/mail/calls)
	
	
	
	

	Source subcontractors, agree terms and sign a contract for accommodation of participants*  
	
	
	
	

	Source subcontractors, agree terms and sign a contract for a conference hall rent*  
	
	
	
	

	Source subcontractors, agree terms and sign a contract for providing of meals  to participants*  
	
	
	
	

	Source a trainer, agree terms and sign a contract
	
	
	
	

	Registration of participants
	
	
	
	

	Total service charge for events in Minsk (SCt participants No.)
	
	
	
	


*including submission of 3 alternative offers to UNDP if a contract amount recalculated to USD at the UN official exchange rate for the date of a contract exceeds 2500 USD

Fill in the table 2 with the fee rate for organization of 1 participant pick up from and to Minsk airport. Transportation costs will be covered by a participant.  

Table 2.  Fee rates per1 participant for organization of pick up from and to Minsk airport, USD

	Description of services
	Fee rate per 1 participant, USD

	Arrangement of pick up from Minsk airport
	

	Arrangement of transportation from Minsk to the airport
	

	Total service charge for arrangement of pick up from and to the airport, Sa
	


Fill in the table 3A with the transportation prices for various participants ranges in Minsk (per hour price) and out of Minsk (per km price).

Table 3A. Transportation prices in and out of Minsk, USD
	Description of services/participants range
	Price for 1-30 participants (1 bus)
	Price for 31-50 participants (1bus)
	Price for 51-100 participants (2 busses)
	Price for 101-150 participants (3 busses)

	Transportation in Minsk per hour
	
	
	
	

	Transportation out of Minsk per km
	
	
	
	


Fill in the table 3B with the transportation costs in Minsk with various participants’ ranges for 1, 2, 3 and 4 days events.

Table 3B. Transportation costs in Minsk for 1, 2, 3 and 4 days events, USD
	Description of services/participants range
	Price for 1-30 participants (1 bus)
	Price for 31-50 participants (1bus)
	Price for 51-100 participants (2 busses)
	Price for 101-150 participants (3 busses)

	Transportation in Minsk for 1 day event (3 hours),  Tm1/participants number
	
	
	
	

	Transportation in Minsk for 2 days event (6 hours),  Tm2/participants number
	
	
	
	

	Transportation in Minsk for 3 days event (9 hours),  Tm3/participants number
	
	
	
	

	Transportation in Minsk for 4 days event (12 hours),  Tm4/participants number
	
	
	
	


Fill in the table 3C with the transportation costs out of Minsk with various participants’ ranges for 650 km.

Table 3C. Transportation costs out of Minsk with various participants’ ranges, USD
	Description of services/participants range
	Price for 1-30 participants (1 bus)
	Price for 31-50 participants (1bus)
	Price for 51-100 participants (2 busses)
	Price for 101-150 participants (3 busses)

	Transportation out of Minsk per 650 km, 

Tt participants number
	
	
	
	


Fill in the table 4 with supporting staff charge during an event and travel allowances per 1 supporting staff for events outside of Minsk . Supporting staff charge and travel allowance should be calculated for 1, 2, 3 and 4 days events. 

Table 4. Supporting staff charge, USD

	Description of services/Number of days
	1 day fee
	2 days fee
	3 days fee
	4 days fee

	Charge for an administrative support during an event (per 1 event manager), CE number of days
	
	
	
	

	Charge for an technical support during an event (per 1 IT assistant), CT number of days
	
	
	
	

	Travel allowance per 1 supporting staff for travel within Belarus, 

DSA number of days
	
	
	
	


Fill in the table 5A and 5B with stationery and logo application cost per 1 participant. 

Table 5A. Stationery cost per 1 participant, USD

	Item description
	Price per 1 item, USD

	Retractable ballpen with blue ink and a place for a promotional logo application (Senator New Spring Basic Pen or an analogue)
	

	Notepad A5 (40 pages)
	

	Cardboard folder  with elastic band or hooks, A4
	

	Clip/pin combo badge holder with a badge (participant name, organization printed on the colored paper)
	

	Total amount for stationery per 1 participant (ST)
	


Table 5B. Logo application cost, USD

	Item description
	Price per 1 item, USD

	Logo (4+0) application to a ballpen
	

	Sticker (4+0) with an event title, organization logo to a notepad A5 
	

	Sticker (4+0) with an event title, location, dates, organization logo to a cardboard folder A4
	


Fill in the table 6  with an equipment rent cost.  The equipment rent cost should be calculated for 1, 2, 3 and 4 days. 
Table 6. Equipment rent cost, USD

	Description of equipment/Number of days
	Price per 1 day rent, 6 hours and more
	Price per 2 days rent
	Price per 3 days rent
	Price per 4 days rent

	LCD projector
	
	
	
	

	Screen, 1.5 x1.5 m
	
	
	
	

	Laptop, at least 512 Mb, DVD/RW
	
	
	
	

	Copy machine, A4, Black&White
	
	
	
	

	Printer A4,  Black&White
	
	
	
	

	Flipchart (with 1 block of paper for a flipchart and a set of markers)
	
	
	
	

	Laser pointer
	
	
	
	

	Simultaneous translation equipment (microphone headset, monitoring unit, transmitter, receivers with headsets, booth for 2 interpreters)
	
	
	
	

	Sound enhancing system
	
	
	
	

	Round table microphone set for conferences
	
	
	
	

	Total for equipment 

(E number of days)
	
	
	
	


Fill in the tables 7-9 with prices for copying, printing of 1 sheet and copying of materials to 1 DVD or CD in USD.  Please note that the prices in table should be fixed for the respective participants’ ranges and be applied for further LTA’s terms.
Table 7. Materials copying price per 1 sheet, USD

	Description/Partici-pants number
	Price per 1 sheet, 1-30 participants at the event
	Price per 1 sheet, 31-50 participants at the event
	Price per 1 sheet, 51-100 participants at the event
	Price per 1 sheet, 101-150 participants at the event

	A4 1+0 (black and white, one-sided)
	
	
	
	

	A4 1+1 (black and white, two-sided)
	
	
	
	

	A4 4+0 (colour, one-sided)
	
	
	
	

	A4 4+4 (colour, two-sided)
	
	
	
	

	Total for copying 

(C participants range)
	
	
	
	


Table 8. Materials copying into electronic media per 1 CD/DVD with a paper bag, USD

	Description/Partici-pants number
	Price per 1 CD/DVD, 1-30 participants at the event
	Price per 1 CD/DVD, 31-50 participants at the event
	Price per 1 CD/DVD, 51-100 participants at the event
	Price per 1 CD/DVD, 101-150 participants at the event

	Burning into CD (up to 700MB of data)
	
	
	
	

	Burning into DVD (up to 4.7GB of data)
	
	
	
	

	Total 

(D participants range.)
	
	
	
	


Table 9. Materials printing price per 1 sheet, USD

	Description/Partici-pants number
	Price per 1 sheet, 1-30 participants at the event
	Price per 1 sheet, 31-50 participants at the event
	Price per 1 sheet, 51-100 participants at the event
	Price per 1 sheet, 101-150 participants at the event

	A4 1+0 (black and white)
	
	
	
	

	A4 1+1 (black and white)
	
	
	
	

	A4 4+0 (colour, one-sided)
	
	
	
	

	A4 4+4 (colour, two-sided)
	
	
	
	

	Total for copying 

(P participants range)
	
	
	
	


PART II. CALCULATION OF THE SERVICE AMOUNTS FOR THE EVENTS MANAGEMENT BASED ON THE UNITS RATES FROM THE PART 1AND ESTIMATED QUANTITY OF THE EVENTS AND THEIR TYPES (BY QUANTITY OF DAYS, QUANTITY OF PARTICIPANTS).

The quantity of events used for the calculation as well as their size (quantity of participants, duration in days) is estimated based on the previous periods statistical data and are shown in the table below:
	No. of  Days/ Participants
	Number of Events
	Incl. Minsk events
	Incl. Regional Events

	1/0-30
	29
	25
	4

	1/31-50
	26
	23
	3

	1/51-100
	11
	9
	2

	1/>100
	7
	5
	2

	Total for 1 day events
	73
	62
	11

	2/0-30
	18
	15
	3

	2/31-50
	13
	11
	2

	2/51-100
	6
	5
	1

	2/>100
	1
	1
	0

	Total for 2 days event
	38
	32
	6

	3/0-30
	7
	6
	1

	3/31-50
	17
	14
	3

	3/51-100
	3
	2
	1

	Total for 3 days events
	27
	22
	5

	4-5/0-30
	8
	7
	1

	4-5/31-50
	10
	8
	2

	Total for 4-5 days events
	18
	15
	3

	Total for 0-30 participants
	62
	53
	9

	Total for 31-50 participants
	66
	56
	10

	Total for 51-100 participants
	20
	16
	4

	Total for more than 100 participants
	8
	6
	2


The price of the offer should be calculated on the base of the following formula:

A = Am +At

where

1. Am is a total sum for events  held in Minsk (Am number of days/number of participants) 
Am = 25Am1/30 + 23Am1/50  + 9Am1/100  + 5Am1/150  + 15Am2/30 + 11Am2/50 + 5Am2/100  + Am2/150  + 6Am3/30  +14Am3/50  + 2Am3/100  + 7Am4/30  +8Am4/50 

- Am number of days/number of participants (Am1/30, Am1/50, Am1/100 , Am1/150 , Am2/30, Am2/50, Am2/100,  Am2/150, Am3/30, Am3/50 , Am3/100 , Am4/30, Am4/50) should be calculated with the following formula:

Amdays/participants = SCmparticipants + Tmdays/participants + CEdays + CTdays + Edays + (Sa + ST + Cparticipants  + Dparticipants +Pparticipants) x Participants number

where SC, Sa ,Tm, CE, CT, ST, E, C, D, P are charges (subtotals) from the tables 1-9  for the respective number of Days and Participants of an event in Minsk  (Amdays/participants). 

Calculate and fill in the table 10 with the respective Amdays/participants values. 

Table 10. Amdays/participants values, USD

	Parameter
	Value, USD per 1 event
(1)
	Q-ty of events
(2)


	Proposed Amount
(1)х(2)

	1 day event in Minsk  with 30 participants (Am1/30)
	
	25
	

	1 day event in Minsk  with 50 participants (Am1/50)
	
	23
	

	1 day event in Minsk  with 100 participants (Am1/100)
	
	9
	

	1 day event in Minsk  with 150 participants (Am1/150)
	
	5
	

	2 days event in Minsk  with 30 participants (Am2/30)
	
	15
	

	2 days event in Minsk  with 50 participants (Am2/50)
	
	11
	

	2 days event in Minsk  with 100 participants (Am2/100)
	
	5
	

	2 days event in Minsk  with 100 participants (Am2/150)
	
	1
	

	3 days event in Minsk  with 30 participants (Am3/30)
	
	6
	

	3 days event in Minsk  with 50 participants (Am3/50)
	
	14
	

	3 days event in Minsk  with 50 participants (Am3/100)
	
	2
	

	4 days event in Minsk  with 30 participants (Am4/30)
	
	7
	

	4 days event in Minsk  with 50 participants (Am4/50)
	
	8
	

	Total for events in Minsk (Am)
	

	Currency:
	


2. At is a total sum for events  held outside of Minsk in Belarus (At number of days/number of participants) 
At = 4At1/30 + 3 At1/50  + 2 At1/100  +2At1/150+ 3 At2/30 + 2 At2/50 + 1 At2/100 +1At3/30  + 3At3/50  +1At3/100  +1At4/30  +2At4/50
- At number of days/number of participants (At1/30 , At1/50 , At1/100, At1/150, At2/30 , At2/50 , At2/100 , At3/30,  At3/50 , At3/100, At4/30 ,  At4/50 ) should be calculated with the following formula:

Atdays/participants = SCtparticipants + Tt participants +CEdays + CTdays + DSAdays x 2+ Edays + (Sa + ST + Cparticipants + Dparticipants +Pparticipants) x Participants number

where SC, Tt, Sa ,CE, CT, DSA, ST, E, C, D, P are charges (subtotals) from the tables 1-9  for the respective number of Days and Participants of an event outside of Minsk  (Atdays/participants). 

Calculate and fill in the table 11 with the respective Atdays/participants values. 

Table 11. Atdays/participants values, USD

	Parameter
	Value, USD per 1 event
(1)
	Q-ty of events
(2)


	Proposed Amount
(1)х(2)

	1 day event outside of Minsk  with 30 participants (At1/30)
	
	4
	

	1 day event outside of Minsk  with 50 participants (At1/50)
	
	3
	

	1 day event outside of Minsk  with 100 participants (At1/100)
	
	2
	


	1 day event outside of Minsk  with 150 participants (At1/150)
	
	2
	

	2 days event outside of Minsk  with 30 participants (At2/30)
	
	3
	

	2 days event outside of Minsk  with 50 participants (At2/50)
	
	2
	

	2 days event outside of Minsk  with 100 participants (At2/100)
	
	1
	

	3 days event outside of Minsk  with 30 participants (At3/30)
	
	1
	

	3 days event outside of Minsk  with 50 participants (At3/50)
	
	3
	

	3 days event outside of Minsk  with 100 participants (At3/100)
	
	1
	

	4 days event outside of Minsk  with 30 participants (At4/30)
	
	1
	

	4 days event outside of Minsk  with 50 participants (At4/50)
	
	2
	

	Total Amount for the events outside of Minsk (At)
	

	Currency:
	


The total price of the offer (A = Am +At): _______________

VAT (if included):

Date: 

Duly signed and stamped by: 

	ANNEX VI
SAMPLE CASE STUDY

Event Management Services RFP/830/2011


IMPORTANT: Your proposal to the above scenario should details all steps taken before, during and after the process. It should be also real and based on facts in terms of the venues to accommodate the requirements, competitive prices, personnel involved, options, anticipated risks, recommendations, timeline for each step, evaluation, etc.
UN Agency approaches your firm to manage an event (one week before the scheduled dates of an event) for a group of people that includes UN Agency staff members, Belarusian government (Ministries) representatives and foreign experts. The event should be managed by three trainers. Speeches will be given by and to both parties and will tackle urgent and sensitive issues of an environment project. Some participants cannot communicate in Russian language. The pickup from and to the Minsk National Airport should be arranged for 3 foreign experts. Twenty five (25) of the participants need accommodation in a decent hotel for 1 night with reasonable rates and within walking distance to the place of venue. The participants will have 2 coffee-brakes, lunch and a dinner at the first day and 2 coffee-brakes and a lunch for the next day. The event schedule will be as follows:

-Day one (9:00am to 4:00pm): Workshop for a group of 60 people. The group will be divided equally into three sub-groups. The sub-groups will meet in separate rooms and need consecutive translators. At the end of the day, after dinner, they need to have a guided bus tour (for 35 persons) in the city centre to visit various places of interest.
-Day Day two (10:00am to 1:00pm). Speeches and presentations for 60 people with all-time simultaneous translation. After the lunch time a group of 15 persons will visit a Reserve (120 km. Form Minsk). They will meet with the Reserve administration and have a 1 hour discussion (consecutive translation should be provided). After the discussion they will have a 15 minutes coffee-brake and then a 1 hour guided tour into the Reserve.






































































� Transportation costs for the airport pickup will be further covered by a participant


� UN office in Belarus has long term agreements with hotels for accommodation. The future Contractor must use the discounts from these agreements for arranging accommodation for the UN agencies events. When applicable the Contractor should negotiate additional group discounts.
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