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Term of Reference (ToR) 
[bookmark: _Hlk152839084]for the Management of an International Conference Event
Introduction:
Centre for Research and Development (CRD) is a development consulting firm established in 2017 by a group of development professionals and has received a research grant from Bill and Melinda Gates Foundation to conduct an empirical study on “Gender Gap in Financial Inclusion in Bangladesh (GGiFI).”  
GGiFI is a nationwide large-scale empirical research that aims to identify gender gaps in financial inclusion in Bangladesh, with a vibrant team of mostly female researchers from the University of Dhaka and financial experts. The research provided policy recommendations and engaged with financial service providers to address gender issues. Additionally, the project offered scholarships to female graduate students to encourage capacity building and incorporate the issue of financial inclusion of women in their intellectual pursuits. The research also provided training to both financial service receivers and providers. The study involved surveying a large number of households, totaling 3,300, through quantitative and qualitative data.
In this background, CRD is going to organize an international conference with the following details:
Event Name: International Conference on “Financial Inclusion in Bangladesh: Gender Perspectives” 
Major Theme:
a. Depth Extent of Financial Inclusion
b. Financial Inclusion from Gender Perspectives
c. Women Challenges and Opportunities
d. Policy Gaps and Recommendations
Event Date: 09 March 2024
Location: Hotel Intercontinental, Dhaka, Bangladesh
Number of Participants: About 200 persons (+/-)
Objective: The objective of this Term of Reference is to outline the responsibilities and tasks for the Event Management Company in organizing and managing the International Conference on the topic mentioned above. 
Scope of Work:
1. Invitations to Participants:
Send out formal invitations to all participants and guests (identified and selected by the organizing committee), coordinating with the event organizer.
· Invite by email
· Invite by sending invitation card
· Confirm by phone call
· Send “Save the Date” notices via email
2. Reception and Registration:
Set up a professional registration desk to welcome and register participants, ensuring a seamless check-in process and provide branding materials (Bags, Notebooks, Pens).
3. Pick and Drop Services for Foreign Guests:
Receive foreign guest from airports and arrange transportation services for foreign guests, ensuring a smooth and comfortable transition from the airport to their respective hotels and vice versa. Three to four foreign guests may come from different countries. They will stay at Hotel Intercontinental. Also confirming food allergies/preference, special need, trouble shooting, travel assess and city tour when and where required.
4. Master of Ceremony (MC):
Arrange for a professional and proficient MC (both Bangla & English) to host the conference and ensure the smooth flow of events and sessions.
5. Stage Decoration and Backdrop Design:
Design and implement stage decorations that align with the theme and objectives of the conference in consultation with the organizing committee.
6. LED & Audiovisual Support:
Provide and manage LED wall screens (at least 2), multimedia projector with backup services, best quality sound system and other necessary modern audiovisual equipment for presentations and visual support.
7. Collateral and Branding Materials:
Prepare and deliver the following promotional materials:
· One backdrop
· Five X-banners (Standard Size: 32 Inch X 72 Inch)
· 250 Book Type Brochures (20 to 25 pages)
· 250 Notebooks (Standard Quality)
· 250 Pens (Standard Quality)
· 250 Bags (Standard Quality)

(Note: Conference name, logo will be printed on materials. Sample and materials quality of Notebooks, pens and bags should be approved by the organizing committee, specification of book type brochures, notebooks, pens, bags and image view is attached in Annex-C).
8. Photo Corner:
Set up a photo corner to capture memorable moments of the event. 
9. Photograph and Video Documentation:
Capture high-quality photographs and videos of the event, including sessions, keynotes, and special moments and ensure quality editing of both photos and videos.
10. Sitting Arrangement Management:
Arrange the seating of participants, speakers, and VIPs in consultation with the organizing committee. 
11. Report Preparation/Rapaportian Report:
Compile and prepare a comprehensive report summarizing the key highlights, comments, discussion, activities, and outcomes of the conference.
12. Press Release and Media Communication both Print & Electronic Media:
Invite print and electronic media (around 30 journalists), handle the distribution of press releases and media communication, including coordination with the media and public relations activities and ensure proper engagement with journalists in both the print and electronic media with a signed sheet including name, cell phone, organization name and signature.
Regular Communication with the CRD Team:
Maintain open and regular communication with the Organizing Committee (CRD team) to ensure all aspects of the event that should run smoothly and in accordance with the event's objectives.
Pre-Event Planning and Coordination:
· Work closely with the organizing committee to understand the conference's objectives, themes, and requirements.
· Provide creative and innovative event concept and design proposals.
Conference Logistics and Operations:
· Manage all logistical arrangements, including event setup and teardown.
· Coordinate registration and check-in procedures for conference participants.
· Ensure that technical equipment and infrastructure are in place in due time for presentations and sessions.
· Oversee stage & backdrop design and decoration in line with the conference's theme.
Onsite Event Management:
· Oversee the smooth flow of the conference, including session transitions and participant engagement.
· Provide support for any troubleshooting or emergencies that may arise.
· Provide all necessary support to the foreign guests.
· Manage audiovisual equipment and technical support.
· Arrange basic medical support to meet any emergency including one doctor.
Payment:
The terms of payment for the services will be fixed through a competitive bidding process. 
Payment will be divided into two installments:
· 50% after signing the contract  
· 50% after completion of service. 
The firm shall need to submit a forwarding and invoice to The CEO, Centre for Research and Development for processing the payment.  
Qualifications and Selection Criteria: 
The event management firm should possess the following qualifications and meet the selection criteria:
· Demonstrated experience in organizing and managing conferences or similar events of comparable size and complexity.
· Proven track record with references from previous clients or organizations for whom they have organized events.
· Expertise in the industry or field related to the conference theme.
· A commitment to quality, creativity, and a client-centric approach.
· Technical capabilities and access to state-of-the-art event management tools and technologies.
· A well-qualified team, including event managers, designers, logistics experts, and technical support personnel.
· Financial stability and the ability to meet financial commitments.
· Innovative solutions and fresh ideas for enhancing the conference experience.


Evaluation and Selection Process: 
The selection process will involve the following steps:
· Submission of Proposals: Event management firms are invited to submit their proposals, which should include detailed information about their qualifications, experience, proposed event plan, budget, and references.

· Review and Shortlisting: The organizing committee will review all proposals and prepare shortlist of firms. 

· Interviews and Presentations: Shortlisted firms will be invited for interviews and presentations to assess their capabilities and compatibility with the conference's objectives.

· Final Selection: The event management firm that most effectively fulfills the selection criteria, submits a budget within the organization's budget limit, and aligns with the conference's goals will be selected for the assignment through the competitive bidding process.
Contact Information: 
If required any further clarification please communicate with the following person: 
Syeda Amirun Nuzhat  
Project Manager 
GGiFI Project, CRD 
Email: nuzhat@crdbd.org 
Cell: 01714072110
Submission of Proposals
[bookmark: _Hlk152838706]Interested event management firm/Company are requested to submit the following documents to CEO, Centre for Research and Development (CRD) through email recruitment@crdbd.org with CC to shafiul@crdbd.org by 4.00 pm on 24 December 2023.

1. A cover letter 
1. Form of Technical Proposal in Annex A
1. Form of Financial Proposal in Annex B
1. Updated Trade License/Certificate of Incorporation
1. Updated TIN Certificate
1. Updated VAT Certificate
1. Financial Solvency Certificate from Bank
1. Digital copies of three contracts of similar job with completion certificate.
1. Company Brochure (if any)

(Note: Prospective bidders are required to submit all the aforementioned documents for the evaluation of their technical proposal. Failure to submit these documents will render the bidder ineligible for the bidding process.)
Annex-A
Form of Technical Proposal 

1. [bookmark: _Hlk127450144][bookmark: _Toc127470740][bookmark: _Toc129247830][bookmark: _Toc139793555][bookmark: _Toc141282057]Brief Profile of Firm: 
An introduction to your company or team, outlining your experience and expertise in event management.
 
1. [bookmark: _Toc127470741][bookmark: _Toc129247831][bookmark: _Toc139793556][bookmark: _Toc141282058]Basic Information of Firm: 

	SN
	Particular
	Information

	1.
	Name of the Firm: 
	:

	2.
	Registered Address 
	:

	3.
	Legal Structure
	:

	4.
	Company Registration Number
	:

	5.
	Year of Registration
	:

	6.
	TIN Number
	:

	7.
	BIN Number (VAT)
	:

	8.
	Company Registration Number
	:

	9.
	Bank Details
	: Account Name:
: Account Number:
: Bank Name:
: Bank Address:

	10.
	Name of Contact Person
	:

	11.
	Cell Number and Email ID of Contact Person
	:

	12.
	Website
	:

	13.
	Number of Full time Employee
	:



1. [bookmark: _Toc127470743][bookmark: _Toc129247833][bookmark: _Toc139793558][bookmark: _Toc141282060]Completed Events of the Firm :

	SL
	Date of Event
	Name of Event
	Place of Event
	Name of Organization
	Contract Value

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


1. [bookmark: _Toc141282061][bookmark: _Toc139793559][bookmark: _Toc129247834][bookmark: _Toc127470744][bookmark: _Toc142572697][bookmark: _Toc142478930][bookmark: _Toc141952891][bookmark: _Toc141798989][bookmark: _Toc141617282][bookmark: _Toc141282065][bookmark: _Toc139793563][bookmark: _Toc139465011][bookmark: _Toc137652232][bookmark: _Toc123204163][bookmark: _Toc115983297][bookmark: _Toc112485042][bookmark: _Toc112448042][bookmark: _Toc112001773]Technology and Equipment:  
Describe any specialized technology or equipment you will use to enhance the event, such as audiovisual equipment, camera, LED display etc. List the technology and equipment details you intend to use for the event.

1. Previous Experience of Firm:
Highlight your company's previous experience in managing similar events, including success stories and client testimonials.

1. Event Management Plan:
Describe the approach you will take to plan and execute the event. This may include event planning, logistics, coordination, and any unique strategies etc.
1. Communication Plan:
Outline your strategy for keeping the client informed and updated throughout the event planning and execution.

1. Quality Assurance Plan:  
Describe how you ensure the quality of the event. Also mention the product specification of branding materials. (Leaflets, Bags, Notebooks, Pens etc.)

1. Team Composition:  
Introduce the team members who will be responsible for different aspects of event management and their qualifications.

	SL
	Name
	Event Engagement
	Number of Positions
	Education
	Experience

	1.
	
	Event Manager
	
	
	

	2.
	
	MC Presenter
	
	
	

	3.
	
	Event Assistants
	
	
	

	4.
	
	Photographer
	
	
	

	5.
	
	Video Recorder 
	
	
	

	6.
	
	Stage Designer 
	
	
	

	7.
	
	Equipment Technician
	
	
	

	8.
	
	Event Volunteers
	
	
	


(Note: Add additional rows if required)

Specify the tasks that will be assigned to the positions mentioned above. (who will perform what?).

1. Risk Assessment and Mitigation Plan:
Identify potential risks associated with the event and explain how you plan to mitigate them.

1. Appendices: 
Attach any additional documents or information that support your proposal, such as sample event plans, vendor agreements, or event design concepts.


Annex-B

Form of Financial Proposal
Date: 

To,
The CEO
Centre for Research and Development (CRD)
Flat # 3B & 3D, House # 231
New Elephant Road, Dhaka-1205 

Subject: Financial Proposal for the Event Management of International Conference.

	SL #
	Details Description 
	Amount in BDT.

	01.
	
	




	02.
	
	

	03.
	
	

	04.
	
	

	05.
	
	

	06.
	
	

	08.
	
	

	Total
	


(Note: Add rows if required)

Amount in word: 


	Signature:
Name:
Cell Number:
Email:
Address:
	





Annex-C

Conference Materials Specification
	SL.
	Name of Materials
	Specification

	1.
	Book Type Brochure
	Color: 4 Colour
Cover page: 300 gsm art paper
Inner page: 170 gsm art paper
Pages: 20 Pages (+/-)
Size: 5.5 inches by 8.5 inches
Binding: Paper back binding with lamination.
Design: Need to design by a quality designer.

	2.
	Notebooks
	Product Name: Spiral Notebook
Standard Dimensions: 6 inches x 8.5 inches.
Cover Page: art card 300 gsm with an artful blend of 4 colour print and matt finished. 
Inner Page weight: 100 gsm
Number of Pages: 50 pages
Binding: Spiral Lock
Inner Page: White College-ruled
Conference Title & Logo will be printed on Notebook

	3.
	Pens 
	Title:	Push Clip Metal Gel Pen
Ink Color: Black/Silver
Body: Metal
Ink: Gel
Nib Grade: Thin 
Conference Title & Logo will be printed on Pen

	4.
	Bags
	Material: Fine Jute Cotton Fabrics (Tote)
Handle: Standard Size Rope Handle
Color: Off-white 
Top Cover: Good quality Chain
Inner Pocket: One single pocket with zipper
Imprint: Colored logo in one side and conference title in other side 
Weight: 320 g (+/-)
External Dimensions: H: 34 x W:30 + G: 13 cm
Internal Dimensions: H: 32 x W:28 + G: 11 cm
Conference Title & Logo will be printed on bag





Image View of Materials
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Figure 1 Notebooks
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Figure 2 Push Clip Metal Gel Pen

	[image: A white bag with a colorful design
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Figure 3 Fine Jute Cotton Fabrics Bag (Tote)
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