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[bookmark: _Toc70407737][bookmark: _Toc397501855]TERMS OF REFERENCE
for a short-term agreement with a qualified event management company to provide logistical and administrative support for two events to be organised within the project “Transnistrian dialogues - empowering younger generation of societal influencers to promote solutions in the context of Transnistria conflict”
A. BACKGROUND 
The Institute for Strategic Initiatives (IPIS) is a Moldovan NGO established in 2017, uniting professionals with diverse views. IPIS works to address Moldova’s strategic development challenges from a non-political, non-partisan perspective. IPIS expertise covers five areas: good governance; conflict settlement and inter-ethnic consolidation; public involvement and participatory government; communications; foresight and digital transformation.
IPIS is currently implementing the United Nations Development Program - “Transnistrian dialogues - empowering younger generation of societal influencers to promote solutions in the context of Transnistria conflict”. The aim of the project is to equip and train this group to deliver innovative solutions to conflict-generated issues, and become an established and sustainable community of trained Insider Mediators.  Implementation period – December 2019 – March 2020.

B. OBJECTIVE OF WORK 

IPIS is seeking a qualified event management company to provide logistical and administrative support in the organization of two national events. 

C. SCOPE OF WORK

The scope of work includes the following:
· Full organization of two events in the country;
· Select and negotiate with event venues;
· Assure local transportation from Chisinau and Transnistria to the venue;
· Select hotels for accommodation in the country;
· Assure meals for all participants;
· Assure each participant with materials;
· Assure the  needs in IT equipment necessary to realize the events;

The applicants should provide a tentative quote in MDL (VAT 0 (zero)%) for the following services within the project “Transnistrian dialogues - empowering younger generation of societal influencers to promote solutions in the context of Transnistria conflict”: 
1 Organization of a 2- full days seminar at a retreat outside Chisinau on December 20-22, 2019:
· 2-full days rent of conference room for up to 40 participants (internet connection in the conference room, a projector, a screen, a laptop, 1 flipchart, including paper for flipcharts and marker pens)
· accommodation for up to 40 participants for 2-nights (breakfast to be included) 
· [bookmark: _GoBack]3 lunches, 2 dinners and 3 coffee breaks for up to 40 participants 
· transportation of 20 people from Chisinau to the venue 
· transportation of 20 people from Tiraspol to the venue
2 Organization of a 2- full days seminar at a retreat outside Chisinau on 17-19 January 2020:  
· 2-full days rent of conference room for up to 40 participants (internet connection in the conference room, a projector, a screen, a laptop, 1 flipchart, including paper for flipcharts and marker pens)
· accommodation for up to 40 participants for 2-nights (breakfast to be included)
· 3 lunches, 2 dinners and 3 coffee breaks for up to 40 participants 
· transportation of 20 people from Chisinau to the venue 
· transportation of 20 people from Tiraspol to the venue
3 Participants’ kits for both seminars: name tags, badges, folders and pens.  
Other logistical and organizational services will also be provided within this project. 

D. DURATION OF SERVICES 

Services are required for the period December 2019 – March 2020.

E. REQUIRED QUALIFICATIONS 

The selected company should have experience in organizing and delivering trainings, seminars / workshops, conferences in Moldova. The company will be selected on the basis of its qualifications for the assignment to be implemented:

1. General experience:
· At least seven years of experience in the organization of events in Moldova and abroad;
· Proof of possessing technical and material capacities for organizing events and for covering part of the costs upfront until payments are made;
· Proof of working experience with international organizations.

2. Specific experience: 
· experience in offering logistical and consulting support for the organization of trainings, seminars/workshops, conferences in Moldova and abroad involving large numbers of participants at the national and international level with relevant list of references.

3. Professional reputation – key staff: 

· Overall qualified staff with  experience in organizing the above events;
· Staff experience in minimum ten similar assignments in the past;
· Good communication and facilitation skills;
· Good organizational, analytical, problem solving, and interpersonal skills of key staff;
· Proficiency in Romanian, Russian and English. 
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