Terms of Reference for Event Management Service
17/11/2023

Background/Context of the Service Requirement
The Institute for Democracy and Mediation (IDM) is an independent, non-governmental organization, founded in November 1999 in Tirana – Albania. Its mission is to strengthen the Albanian civil society, to analyze and support the EU accession and development process in the country, and to help consolidate good governance and inclusive policymaking. IDM carries on its objectives through expertise, policy analysis, applied research, as well as through building capacities of key societal actors and developing partnerships for evidence-based policy alternatives. By combining the advantages of a knowledgeable think-tank and a resourceful operational non-governmental actor, the institute’s expertise extends in the following key sectors in five thematic areas; Governance, Security, EU enlargement, Local governance, and integrated development and civic space. 

Several project opportunities for profiling key stakeholders (SIDA, UNDP, WEBER, SMART Balkans, NED, ABA Rol, US Embassy, UK Embassy GCERF etc.) and project activities are anticipated, these include launch events, workshops, media briefings etc. A need was therefore identified for the services Event Management consultancy on a retainer basis to support the planning and execution of effective project communication and event management.
Objective
To provide effective and professional services on event management of IDM’s conferences, seminars, meetings and other events (hereinafter ‘events’) in Albania and Kosovo.  

  Scope of Work
The service provider will for each event (seminar, launches, workshops etc.) as agreed/requested by the IDM submit an Event Proposal with scope of work, deliverables and budget (at least 3 options) for discussion and approval by IDM. The service provider will undertake the budgeting, preparation, implementation and the management of all logistical issues and arrangements related to the hosting of successful events including securing and payment of goods and services. Some of the tasks include:
Event action plan and design theme

Develop a roadmap/action plan for the management of all venue-related administrative and logistical arrangements of the event as per agenda and run of show.

Participants’ management

Manage the pre-event registration process for the participants, and compile a confirmed registration list of participants, speakers, and special guests in close consultation with the organizer of the event

Co-ordinate airport transfers with the hotel, compile accommodation list for all participants and liaise directly with the hotel to ensure smooth stay of the participants during the event period.

Event management

Event venue arrangement. Design scale floor event venue sitting plan. Ensure all meeting rooms are arranged according to specifications and ready for the meetings as required (as per event agenda and run of show). This also includes seating name plates at the main table and ensuring that seating arrangements have been made as per specifications. 
Provide Audio-Visual equipment and conduct necessary checks before the event begins to ensure it is all functioning well. 
Set up the event halls with background e- backdrop banner, photos, flex, banners, etc. Set up poster presentation and display stalls at event venue. 
Ensure that food and beverages are offered in a timely manner as per the event schedule. 
Provide administrative and secretarial support to the event and ensure timely winding up at the location by supervising dismantling of installations as per hotel/venue policies. 

Graphic design support for event branding

Design branding graphics (design for event bag, folder, pen, notebook, name badges, invitation card for event reception, country poster templates); E-backdrop and stand-up banner designs

Preparing event kits

Print all printed materials, including folders, agenda, background documents, admin note, security note, name badges, note books, and invitation cards for reception. Produce other event materials for the event kits, including plastic holders for name badges, event bags, pens. Assemble event kit event bag, folders, agenda, background documents, admin note, security note, name badges in plastic folder, note books, invitation cards for reception, pen). Distribute event kit to participants during registration.  
Participants registration and information support

Establish and manage registration-cum-information desk with suitable signage and banners

Arrange and supervise the registration desk and the event hall during the plenary sessions and                for all administrative support. Arrange and manage participants’ registration (with relevant contact details)

-  Other general logistical arrangements and event management

 Accommodation

Providing accommodation for attendees and contributors according to needs and requirements (i.e., single, double, standard, business rooms and others, half board and full board packages). Accommodation should be provided preferably either in the same premises, where the event takes place, or within walking distance from those premises. 
Catering

Organizing and/or providing catering services for lunches, coffee breaks and/or dinners according to needs and requirements (standard, premium, seated, standing and other), including waitress services and invitations if necessary.  Upon request, these services should be provided either a) in co-ordination with the restaurant situated in the premises were the event takes place or b) by delivering quality catering services.

The selected Provider shall ensure that Health and Safety and hygiene standards required by national legislation are strictly followed.

Transfer/transport services

Providing transfer services for individuals and groups;

Providing vehicles, including cars/minivans/buses, with drivers prior, during and after the event upon 

request (price to be calculated per h/km). The Provider or its sub-contractor should be able to provide on short notice replacements for vehicles or drivers in case technical failures, accidents, illness or similar unforeseen events prevent the agreed service delivery.
Technical Audio-Visual Service and equipment’s.
The selected Providers may be requested to provide the following services:

Technical Audio-visual equipment for the event (audio system, translation equipment up to 8 languages, projectors, screen, led wall, camera, livestream etc...)   according to needs and requirements

Deliverables
Event concept design and action plan for the management of all venue-related administrative and logistical arrangements of the regional event as per agenda.   

Approval of the venue plan which will include scale floor event venue sitting plan and stage dais set-up layouts as per the agenda.

Submission of complete design deck for event related services which includes event kits, signages, banners, prints, as per the agenda requirements.

Final Registration list

Event management support provided during the event  

Event closure report detailing all activities carried out for preparation and during the event. 

The event closure report needs to contain an activity log sheet, that will list and verify all the jobs related to the event management.
Duration of the contract
The Contract shall remain valid for a period of 1 years.  It shall be subject to renewal every year for a maximum of 5 (five) years according to the performance of the company.
Invoicing and proof of performance

All payments shall be made against invoices and submission of a short progress report. It shall be possible in certain circumstances for pre-payments or deposits to be made, where this is in line with the tenderer’s usual business practice and necessary for the proper performance of the contract.

Working Conditions
The Events Management Agency needs to be based in Tirana, Albania and will work from their own premises in close partnership with organizer and contracted hotel/venue for the event. The day-to-day assignment and contact will be managed through a focal person to whom the agency will report directly.
Experience and Qualifications:
The Events Management Agency must have prior experience in the following listed skills
· Demonstrable experience in events management and support (Organizing, managing and 
         implementing high profile international conferences/ events for at least 100 participants including 
        dealing with senior government dignitaries and sub-contractors), which includes scheduling        
       lodging for event participants and guests and co- ordination with media.
· Proven expertise in graphic design and branding of high-profile events including development and 
        placement of conference branding materials in the event venue.
· Demonstrable experience in managing high profile events for regional bodies of a capacity of at  
        least100 participants.
Documentation to demonstrate that the Events Management Agency meets the qualification requirements should be provided.  It should include the following:
· Organizational/company profile with brief description of the organization, institutional capacity and 
        an outline of recent experience in providing events management services for events of a similar 
       nature.
· Minimum 3 proofs of recent experience in managing similar large scale national / international 
       conferences for international institutions. Proofs should include information on event profile, 
       budget, audience type (including participation by very senior government officials, eg. from 
       undersecretary level up), events management services provided, concept design for the event, team 
       structure that supported the event management.
· Minimum 3 reference letters from recent clients for similar large scale national / international 
       conferences.
Key Account Manager:

The contractor shall nominate a Key Account Manager(s) who shall be a focal point for the purpose of performing the Services and co-ordinating them with the organizer. 

He/she shall have 7-10 years relevant experience and shall able to resolve any logistic or operational issues related to the event.

He/she will coordinate and verify/ensure the delivery of the requested services. They must be available on request during business hours and during the event itself, to ensure the smooth running of the event concerned and deal with any problems that arise.

Please attach CVs.

Exclusion criteria

The Provider shall prove that:

•
It has not been sentenced by final judgment on one or more of the following charges: participation in a criminal organization, corruption, fraud, money laundering;

•
It is not in a situation of bankruptcy, liquidation, termination of activity, insolvency or arrangement with creditors or any like situation arising from a procedure of the same kind, or subject to a procedure of the same kind;

•
It does comply with its obligations as regards payment of social security contributions, taxes and dues, according to its applicable statutory provisions;

Eligibility criteria

Tenderers shall demonstrate that they fulfil the following criteria (to be assessed on the basis of all supporting documents listed in

Section V.D):

· Being registered as a company in the country where the services are to be provided and in   

       accordance with the national legislation;
· Sufficient financial capacity, namely an annual turnover of over 100,000 EUR over the last 3  

        year of reference according to the company’s practice;
· Sufficient human capacity to execute the contract, namely at least 3 (three) staff members;

Award criteria

 (50%) Clarity and coherence in the presentation of technical proposal;

 (25%) Logistics capacity to provide services as requested in the Terms of Reference;

 (25%) Human capacity to guarantee that the requirements   will be met, including: 
 The experience of the Key account Manager, including very good knowledge of Albanian and English languages;
The qualified company must obtain 70 out of 100 as the total score.

Application process

Interested companies must submit:

· A technical proposal not exceeding three pages detailing.
· Company profile and latest business Registration Certificate.
· A copy of the audit financial statements of the company, or any equivalent document, for the last 
           financial years. (profit and loss account)
·    3 (three) reference letters from major clients;
The technical   proposal must be submitted in English. 
The time frame for the deliverables will be discussed and agreed upon with the selected company.
The full application and supporting documents must be sent to procurement@idmalbania.org no later than 18 December 2023.
Validity of Proposal

Proposals must remain valid 90 calendar days past the deadline for the receipt of Proposals.
Timing:

Although the organizer will make efforts to communicate the requests with description of requirements reasonably in advance, the requests may be sent at short notice but not less than 3 days prior to the commencement of the required Services and input data provided by the organizer might be subject to variation. In this respect, the contractor shall be able to respond promptly to such requests and variations made. 
