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Ref: SADC/17/8/5





                    11 November 2016 

Reference Number: SADC/17/8/5
Request for Quotations Title: Provision of SADC CSC LAUNCH Event Management 

Contract Title: Provision of SADC CSC LAUNCH Event Management
Contract Number: SADC/17/8/5
1.
SADC Climate Services Centre is inviting submissions of priced quotation for the provision of the following services to be procured under the contract Provision of SADC CSC Launch Event Management and related facilities under reference number SADC/17/8/5:
	Description 

	Provision of SADC CSC Launch Event Management

· Conference Package
· Media coverage

· Dinner for delegates
· Accommodation

· Tickets for delegates
· Per diems for delegates
· Promotional materials production
· Post event evaluation meeting


2.
You must quote for all quantities indicated in this RFQ. You can send only one quotation for these services. Any item not quoted for, which is part of the Terms of Reference, will be assumed to be part of the submitted quotation.
3.
You can get further detailed Terms of Reference from address shown below or request via email address indicated herein: 
Head of Procurement 

Southern African Development Community (SADC) Secretariat

CBD Plot 54385
Room DGP21 on Ground Floor

City:  Gaborone
Country: Botswana
Fax: +267 397 28 48 / 318 10 70
Email: ggwaza@sadc.int
Attention: Mr. Gift Gwaza 

4.
The deadline for submission of your quotation, to the addressed indicated below is: 28th November 2016 at 1000hours, Botswana time. The envelop must be clearly marked “SADC CSC EVENT MANAGEMENT SERVICES”

The submission address is: 

The Chairperson
The SADC Internal Tender Committee

SADC Secretariat, 

Western Commercial Road (near Lobatse and Siboni Roads)

CBD Plot 54385

City:  Gaborone
Country:   Botswana

It is the Bidder’s responsibility to have the envelope dropped in the Tender Box which is situated in the entrance lobby at the above address and is accessible 24hrs a day, 7 days a week.
5. 
There will be a public opening of the quotations at SADC Secretariat in CBD, Room number DGP45 on ground floor on 28th November 2016 at 1010hours, Botswana time.

6.
Quotations by Fax or E-mail shall NOT be accepted. 

7.
Your quotation should include venue facilities that can cater for 200 people seated, refreshments and water, equipment such as PA system, microphones, projector and screen, presentation pointer, laptop and all other items as indicated in the Terms of Reference.
8.
You quotation(s) should be submitted as per the following instructions, and in accordance with the Terms and Conditions of the contract attached as Annexes 1 and 2 to this RFQ:
(i) 
PRICES: The prices should be quoted (as per Incotems 2010) in the local currency, including all VAT attached to the sale of the services.
(ii)
EVALUATION AND AWARD OF CONTRACT: Quotations determined to be administrative (see Paragraph 2,3,4,5,6 and 7) and technical compliant to the requirements will be evaluated by comparison of their prices (defined as above). The award will be made to the bidder offering administrative and technical compliant quotation at the lowest total price. 
(iii) 
VALIDITY OF THE OFFER: Your quotation should be valid for a period of 90 days from the date for deadline for submission of quotation indicated in Paragraph 4 above.

9. 
The services are expected to be offered at the address indicated in the below within 30 days from the signature of the Contract. 

10.
Additional request for information and clarifications can be requested, no later than a day prior to deadline from:

Head of Procurement 

Southern African Development Community (SADC) Secretariat

CBD Plot 54385
Room DGP21 on Ground Floor

City:  Gaborone
Country: Botswana
Fax: +267 397 28 48 / 318 10 70
Email: ggwaza@sadc.int
Attention: Mr. Gift Gwaza 

ANNEXES:

Annex 1:  Terms of Reference
Annex 2:  Terms and Conditions
Annex 3:  Contract Form
ANNEX 1 – TERMS OF REFERENCE

Provision of Event Management Services for the SADC Climate Services Centre

OBJECTIVE 

To procure the services of an event management firm to assist the Southern African Development Community Climate Services Centre (SADC CSC) planning committee in planning, coordinating, and ensuring professional and efficient hosting of the SADC CSC launch for 200 people on the 16th December, 2016 (date subject to change) at the Gaborone International Conference Centre (GICC) or equivalent. The services of an events management firm are important considering that this is the first time for SADC CSC to host an international event since its establishment and that there is human resource shortage in CSC. 

SCOPE OF WORK 

The selected Event Manager will be responsible for preparation and management of all logistical issues and arrangements related to hosting a successful and professional launch. Working closely with the Communications Expert and SADC CSC management, the company will identify suitable service providers, as needed, and liaise with these service providers regarding rooming, banqueting, entertainment, IT equipment and support and other related arrangements. 

The company  is requested to submit an offer that will include (i) a company profile (including number of personnel and references); (ii) an explanation on how they intend to undertake this assignment; and (iii) a comprehensive budget in US$.

The Company will also ensure availability of an efficient secretariat and clerical/administrative support. Additionally, the Event Manager will oversee the invitation and registration process and coordinate air travel and transportation arrangements for participants from other SADC member states who will be attending the event. Detailed specifications for the services and tasks/deliverables being requested under this assignment include:

1. PREPARATION AND MANAGEMENT OF THE EVENT

a) Call for coordination meetings with the SADC CSC preparations Committee members and support the holding of these meetings;

b) Assist development of regular report/update, throughout the organization period, to the Committee members; 
c) Prepare draft copy of the programme scenario, including running times for review, revisions and approval by the Event Committee; 
d) Review of the event concept note to recommend improvements on topics, articulation of the same and format of the event;

e) Budgeting for the event in collaboration with SADC CSC; 
f) Ensure that all contacts and actions taken with suppliers are noted and communicated to SADC CSC for approval; 
g) Negotiate terms and conditions and appoint sub-contractors such as entertainment etc;

h) Manage funds for payment of the company producing promotional material and souvenirs. Selection and supervision of company will be done in liaison with SADC CSC;

i) Purchase of equipment for audiovisual such as professional video recording camera and digital camera with tripod stands and later handover to CSC;

j) Paying per diems, as shown in the attached pricing schedule, for the delegates from SADC Member States and interns who will be providing assistance during the preparation for the launch;

k) Arrange and supervise ushers; and
l) Organise an evaluation meeting at the end of the event.
2. PARTICIPANTS’ MANAGEMENT
a) Establish with SADC CSC the list of participants;

b) Invitations and information to participants in consultation with SADC CSC Communications Expert;

c) Compile confirmed registration list of participants, speakers, support staff, event management team, ushers in collaboration with the SADC CSC Communications Expert;

d) Ensure the inclusion of all event partners/stakeholders in the finalization of the invitation lists;

e) Send out Invitations to ALL participants, including meeting chair(s), speakers, facilitators, etc. in collaboration with the SADC CSC Communications Expert;

f) Follow up on invitations - via telephone, email, fax Compile confirmed registration list - participants, speakers, support staff, event management team, ushers, etc;

g) Identify and secure accommodation block booking for self-paying participants at SADC approved hotels, Send out Information Note to all participants (arrival details, hotels, visa requirements, general city info; etc.);

h) Facilitate arrangements for visas for participants, as needed Protocol arrangements for VIPs, including arrival and departure at airport in collaboration with SADC CSC Officers.

3. EVENT VENUE ARRANGEMENTS

a) Develop the concept note of the event;

b) Manage Event décor including sitting arrangement. This also includes seating name plates at the main table;

c) Ensure all required audio-visual equipment is available;

d) Arrange and manage appropriate VIP lounge at selected hotel before event;

e) Ensure service maintenance is promptly available as would be required in and around the rooms where event will be held. 

4. PARTICIPANTS REGISTRATION AND INFORMATION SUPPORT

a) Arrange and manage participants’ registration Prepare and maintain participants register (with relevant contact details) in collaboration with the SADC CSC staff.
b) Design and make up name/identification/ tags for VIPs.
5. COMMUNICATION AND PUBLIC RELATIONS

a) Prepare and set-up the information kiosk arrangement. 
b) Public Media advocacy - In liaison with SADC CSC Communication Expert, arrange for Press conference, media release and media coverage on day of event by local and SADC newspapers, radio and television including live coverage of events.
6. OTHER GENERAL LOGISTICAL ARRANGEMENTS AND EVENT MANAGEMENT

a) Attend relevant meetings with the service providers involved in the organization of the Event to ensure coordination of all event elements; 
b) Ground Transport - Confirm shuttle service for airport pick-up, as well as local operations - Arrange and manage VIP transport – in collaboration with SADC CSC;
c) Accommodation arrangements for SADC participants from outside Botswana - Compile rooming list for all participants and liaise directly with the hotel - Allocate rooms - Confirm accuracy of arrival/departure information – in collaboration with SADC CSC;
d) Secretariat Room - Set up secretariat room - Staff secretariat room – provide stationery for secretariat room;
e) Dinner - Organize/arrange the official diner – make all necessary arrangements and coordination; 
f) IT technician dedicated to the launch; and 
g) Paramedics on standby to attend to medical emergencies. 

7. CORE COMPETENCIES 

a. Documentation showing proven track record of at least 3 years organizing high‐ visible international events or events; 

b. Diplomatic skills is a requirement;

c. Demonstrated strong, coordination and facilitation skills; 

d. Organizational Awareness: Demonstrate corporate knowledge and sound judgment; 

e. Communicating Information and Ideas: Facilitating and encouraging open communication in the team, communicating effectively; 

f. Strong team and work well under pressure;

g. Results oriented, flexible and problem solving skills. 
h. Demonstrate financial capacity that can ensure implementation of assignment without advance payment from client.
8. EVENT MANAGER’S SKILLS AND QUALIFICATION 

a. Must be a fully registered event management company and must submit registration certificate as evidence of the same.

b. Over 5 years experience in managing corporate events. 

9. MINIMUM REQUIREMENTS 

a. A proven track record of having organized events of international standards (references and contact persons will be required).

b. A proven track record of having handled international delegates, government officials, ambassadors and the protocol that it entails.

10. DURATION OF ASSIGNMENT

The length of contract for the selected company is a maximum of two (2) weeks from date of contract effectiveness.

4.0 Pricing Schedule
	CSC Launch - Event Management : Pricing Schedule

	

	 
	Activities
	Unit
	Qty
	  Rate  
	  Amount  

	A
	Invited Guests from SADC Member States (MS)
	 
	 
	 (USD) 
	 (USD) 

	1
	Air tickets for 14 countries (2 delegates from each MS)
	no.
	28
	 
	 

	2
	Accommodation for MS delegates for 2 nights
	pax
	56
	 
	 

	3
	Per diems for MS delegates
	pax
	84
	         70.00 
	        5,880.00 

	4
	Per diems for interns
	pax
	9
	       259.00 
	        2,331.00 

	 
	 
	 
	 
	 
	 

	B
	Launch
	 
	 
	 
	 

	1
	Lunch for the Launch
	pax
	200
	 
	 

	2
	Secretariat room
	 
	1
	 
	 

	3
	Media room
	 
	1
	 
	 

	4
	Dinner for the Launch
	pax
	100
	 
	 

	5
	Beverages
	 
	 
	 
	 

	6
	Venue hire for 200 people including PA system, decorations
	no.
	1
	 
	 

	7
	Venue hire for 100 people including PA system, decorations & DJ for dinner
	no.
	1
	 
	 

	8
	Dancers
	no.
	2
	 
	 

	9
	Poets
	no.
	2
	 
	 

	10
	Drama group
	no.
	2
	 
	 

	11
	Choreography - dinner only
	no.
	1
	 
	 

	12
	Transport delegates & media to the CSC lab in Village (not less than 30 delegates per trip)
	Trips
	5
	 
	 

	13
	IT on standby
	no.
	1
	 
	 

	14
	Paramedic on standby
	no.
	1
	 
	 

	15
	Ushers
	no.
	8
	 
	 

	 
	 
	 
	 
	 
	 

	C
	Promotional Materials
	 
	 
	 
	 

	1
	Flyers
	no.
	300
	 
	 

	2
	Brochures
	no.
	300
	 
	 

	3
	Golf-shirts
	no.
	300
	 
	 

	4
	Caps
	no.
	300
	 
	 

	5
	Pens, key holders, mouse pads etc
	no.
	300
	 
	 

	6
	Campass key holder
	 
	300
	 
	 

	7
	Mouse pad
	 
	300
	 
	 

	8
	Wall banner
	no.
	1
	 
	 

	9
	Pull Up Banners with stand/support
	no.
	3
	 
	 

	10
	Briefing sheets
	no.
	500
	 
	 

	11
	3 Fold pocket folders
	no.
	500
	 
	 

	12
	Z-cards 
	no.
	500
	 
	 

	13
	Laynards and pouches – double layer woven (material supreme petersham with satin woven layer). 
	no.
	300
	 
	 

	14
	Spiral bound notepad A4 – white ringwire (material cover 300gsm gloss, inner 80gsm bond)
	no.
	300
	 
	 

	15
	Linx pen USB 4 gig. Laser engraving. Material metal.
	no.
	300
	 
	 

	16
	Trestle tablecloth with skirt (material: coated polyester)
	no.
	300
	 
	 

	17
	Conference bags
	no.
	200
	 
	 

	18
	Name plates
	no.
	50
	 
	 

	 
	 
	 
	 
	 
	 

	D
	Media
	 
	 
	 
	 

	1
	Adverts in newspapers
	no.
	2
	 
	 

	2
	Adverts on TV
	no.
	6
	 
	 

	3
	Radio advert
	no.
	10
	 
	 

	4
	Evaluation session lunch for 20 people
	pax
	20
	 
	 

	5
	Press Conference breakfast for 40 pple
	no.
	40
	 
	 

	 
	 
	 
	 
	 
	 

	E
	Video Shooting Equipment
	 
	 
	 
	 

	1
	Professional video recorder and accessories – Sony PXW-FS5 4K XDCAM HD Camcorder or equivalent
	No.
	1
	 
	 

	2
	Professional digital camera & accessories – Nikon D7100 Digital SLR Camera or equivalent
	No.
	1
	 
	 

	3
	Professional videographer & photographer
	no.
	4
	 
	 

	 
	 
	 
	 
	 
	 

	F
	Contingency
	Percentage
	10%
	 
	 

	 
	 
	 
	 
	 
	 

	G
	Event Manager's fee
	Percentage
	 
	 
	 

	 
	Total
	 
	 
	 
	 


Annex 2.
Terms and Conditions of Contract

1. Function Times

a) The SADC CSC Launch will be conducted during the day for 200 participants. 

b) There will be dinner on the same day from 1900 hours for 100 selected participants. 
2. Number of accommodated guests

2.1 The Purchaser shall have the right to increase number of to be accommodated; provided only that the Hotel through the Event Manager is able to accommodate such increase, the Hotel is given reasonable notice thereof in writing and the Purchaser pays the proportionate increase in price.

2.2 The Purchaser shall furthermore be entitled to decrease the number of guests and/or rooms, without incurring any extra charge.  Such a decrease shall result in the proportionate decrease in the contract price.

3. Change of Rooms

The Hotel through Event Manager reserves the right to change the name and location of the Purchaser’s previously designated function room, provided notice is made to the Purchaser 24 hours prior to the time the room is required to be used. The Purchaser must accept any room, but to have one with same specifications as will have been agreed to previously.

4. Payment

4.1 Payment to be made to the provider of services  under this Contract shall be as follow:

a) Hundred (100) percent of the Contract sum shall be made upon receipt by SADC Secretariat of the approved launch report and final invoice, after the event.
b) The Event Manager’s request(s) for payment shall be made to the Purchaser in writing accompanied by an invoice describing cost items, as appropriate.
c) Payments shall be made promptly by the Purchaser, but in no case later than sixty (60) days after submission of the final invoice or claim by the Event Manager.
d) The currency or currencies in which payment is made to the Event Manager under this Contract shall be subject to the following general principle: payment will be made in the currency or currencies in which the payment has been requested in the Event Manager’s bid.

5. Prices

Prices charged by the Event Manager for Services performed under the Contract shall not vary from the prices quoted by the Event Manager in its bid.

6. Governing Language

The Contract shall be written in the English language.  All correspondence and other documents pertaining to the Contract, which are exchanged by the parties, shall be written in English.

7. Applicable Law

The Contract shall be interpreted in accordance with the laws of Botswana, where SADC Secretariat is housed.

8. Notices

8.1 Any notice given by one party to the other pursuant to this Contract shall be sent to the other party in writing or by cable, telex, or facsimile and confirmed in writing to the other party’s address specified in the SCC. (Originals are to be received by couriers)

8.2 A notice shall be effective when delivered or on the notice’s effective date, whichever is later.

9. Surety

The need for surety shall be waived for this contract.

10. Additional terms
10.1 Payment will be made ONLY for services provided.

10.2 Taxes that will have been paid by the SADC Secretariat, will be claimed for refund from Botswana Unified Revenue Services (BURS) due to duty and tax free status that SADC Secretariat enjoys.
10.3 The Event Manager should demonstrate capacity to undertake this assignment without advance payment from SADC CSC.
11. Date of the Launch
11.1 The Launch will be held on 16th December 2016
11.2 Check in for 28 SADC Member States delegates will be on 15 November 2016,
11.3 Check out for all delegates will be on 17 November 2016.
ANNEX 3 – Contract Form

THIS AGREEMENT MADE ON…………….day of ……………………………………2016 between The Southern African Development community (SADC) Secretariat, headquarters in Botswana (hereinafter called "The Purchaser") on the one hand and (name of Event Manager) from (town and country of hotel) (hereinafter called (the "Event Manager") on the other hand:

WHEREAS the Purchaser invited bids for Event Management services, for the SADC CSC Launch and has accepted a bid by the Event Manager for supply of those goods and services in the sum of (contract price in words and figures) (hereinafter called (Contract Price).

NOW THIS AGREEMENT WITHNESSETH AS FOLLOWS:

1.
In this Agreement, words and expressions shall have the same meanings as are respectively assigned to them in the Conditions of Contract referred to.

2.
The following documents shall be deemed to form and be read and construed as part of this Agreement namely:

a) the Bid Form and the Price schedule submitted by the Bidder;

b) the Terms of Reference;

c) the General Conditions of Contract;

d) the Special Conditions of Contract; and 

e) the Purchaser’s Notification of Award.

3.
In consideration of the payments to be made by the Purchaser to the Event Manager as hereinafter mentioned, the Event Manager hereby covenants with the Purchaser to provide the goods and services and to remedy defects therein, the Contract Price or such other sum as may become payable under the provisions of the contract at the times and in the manner prescribed by the contract.

4.
The Purchaser hereby covenants to pay the Event Manager in consideration of the provision of the goods and services and the remedying of defects therein, the Contract Price or such other sum as may become payable under the provisions of the contract at the times and in the manner prescribed by the contract.

IN WITNESS whereof the parties hereto have caused this Agreement to be executed in accordance with their respective laws the day and year first above written.

Signed, sealed and delivered in Gaborone on ………………………………….. (for the Purchaser)

Signed, sealed and delivered in on……………………………………………….. (for the Event Manager)

SOUTHERN AFRICAN DEVELOPMENT








          COMMUNITY  SECRETARIAT 








