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PRICE QUOTATION FORM

	Name of Bidder:
	

	Date of the quotation:
	Click here to enter a date.

	Request for quotation Nº:
	UNFPA/MYS/RFQ/24/04

	Currency of quotation:
	MYR (Malaysian Ringgit)

	Validity of quotation:
(The quotation shall be valid for a period of at least 3 months after the submission deadline.)




· Quoted rates must be exclusive of all taxes, since UNFPA is exempt from taxes. 

	Item
	Description
	Quotation

	1. Professional Fees

	1
	Venue & F&B coordination
· The event management company supports sourcing, identifying and coordinating with potential venues. Venues shortlisted will proceed to issue quotations and costings for UNFPA Malaysia’s selection. 
· Event Management company  will include coordination of F&B and any other requirements.  Venue and catering payments will be handled by UNFPA Malaysia.  
· Ensuring all protocol requirements are available (i.e., holding room, etc.)
	

	3
	Audio & Visual Equipment & Stage management
· To create the right ambient settings with smart and decorative light usage.  Lighting will also be used to enhance performance pieces. The stage needs to be optimized to present speakers (keynote & panellists) and ensure that their audio is apt (for both in the hall and live stream). We will need an LED backdrop – that can also function to depict presentation slides and videos. 
· LED backdrop and control platform 
· Ambient Lights & Sound 
· Audio & mics – for all panellists and speakers 
· Music bank and selections 
	

	4
	Live feed and Live Stream
· MWGF 2024 will be livestreamed on UNFPA’s social media channels. It is essential that internet connection quality is optimal for uploads – and the production of the live feed is seamless and professional.  We would also like to explore live streaming options:
· Multi-camera Setup 
· Live video streaming/broadcast setup, equipment & manpower
· Live feed of Event on UNFPA’s social media
· Integration of overseas virtual speakers 
· Broadcast director 
· Sign Language translators
· Tele-prompter & operator for Keynote speakers 
· 2-4 min event video (highlights) – after event
	

	6
	Other Requirements: 
· The event company needs to provide & produce for the following: 
· Guest Registration: 
Preferred event booking system for all guests and speakers attending. The registration counter will need assistance to ensure that all guests are registered on time and have their relevant identify tags. 

· Lanyards & Event Identity tags (to manage and produce name tags & lanyards for all guests in attendance)
The event company needs to provide & produce the lanyards along with the printing and production of all name tags. All guests are to have lanyards with an ID tag – stating their name & Organization/Affiliation. This needs to be managed at the registration counter 

· Gambit Production – potential launch of report (TBC)  
The event management company is to advise, develop & execute the best and most efficient way to launch our academic report. The launch should be straightforward, uncomplicated and effective – with minimal mechanics involved. 

· Opening Performance – To develop a concept and is visually and physically powerful to set the tone, concept and amplify the objectives/key messages of the forum. The event management company is to liaise with the secretariat  to help conceptualise and develop a short opening performance. 

· Production of MWGF 2024 photo backdrop / photobooth
The event company is to produce a simple but highly communicative photography backdrop (social media centric) for guests & attendees. 
 
· Production of MWGF external signage (if necessary)
This is only applicable with the permission of the venue. But to look into methods of extending the MWGF brand presence in and within the surrounding area of the venue. 
 
· Event emcee – A well reputed female emcee 
The secretariat will identify a selection of Emcees ideally suited for this event for the Event Company to manage. 

· Digital Collaterals - To develop all event based digital collaterals - these include and are not limited to: 
· Digital Backdrop for every panel session and keynote
· Short introductory videos for each panel and keynote  session (30 sec to 1 min)  
· Short introductory video (about MWGF & previous forums - refer to opening sequence of MWGF the review) - 2mins video compilation 


· Gallery and public engagement area  - we would like to create touch points throughout the public area of the event - creating engagements for attendees - revolving around the theme. These could include a photo gallery or pledge areas, digital interaction etc. 

· Videography and Photography - We would like photographers and videographers on hand throughout the event to take striking photos of guests, event features, VIPs, guest interactions etc. A video highlight reel is to be developed post event. 

· Partner Booths - we would like to have the option of including small booths for partner organisations to display their services and potentially engage with attendees. These booths should be basic and designed or developed with the theme in mind. We are looking at a potential of 3 booths. 
·  Assistance with expediting external partnerships - MWGF will be attaining potential partnerships (sponsors / media partnerships) - the event management company will need to advise, develop and help deliver partnership requirements.
·  Goody bags & Giveaways - Event management company to source any produce for any shortfalls of event collaterals (giveaways) - these may include:  Tote bags :  up to 200 pieces 
	

	7
	Overall Event Management
· Ushers and on ground coordinators 
· Assist in Managing guest registration. 
· Management of artist and performance 
· Attain all licences & public liability insurance. 
· General coordination of event flow with TBP 
· Provide for and be-on hand for any additional minor requirements. 
	

	Total  Fees
	

	Total Price 

	











Vendor’s Comments:





I hereby certify that the company mentioned above, which I am duly authorized to sign for, has reviewed RFQ UNFPA/MYS/RFQ/24/04 including all annexes, amendments to the RFQ document (if applicable) and the responses provided by UNFPA on clarification questions from the prospective service providers.  Further, the company accepts the General Conditions of Contract for UNFPA and we will abide by this quotation until it expires. 

	


	Click here to enter a date.
	

	Name and title
	Date and place




DECLARATION FROM
The undersigned, being a duly authorized representative of the Company represents and declares that:
	1.        
	The Company and its Management[footnoteRef:0] have not been found guilty pursuant to a final judgement or a final administrative decision of any of the following: [0:  “Management” means any person having powers of representation, decision-making or control over the Organization. This may include, for example, executive management and all other persons holding downstream managerial authority, anyone on the board of directors, and controlling shareholders.] 

	YES
	NO

	 
	a. Fraud;
	☐
	☐

	 
	b. Corruption;
	☐
	☐

	 
	c. conduct related to a criminal organization;
	☐
	☐

	 
	d. money laundering or terrorist financing;
	☐
	☐

	 
	e. terrorist offences or offences linked to terrorist activities;
	☐
	☐

	 
	f. sexual exploitation and abuse;
	☐
	☐

	 
	g. child labour, forced labour, human trafficking; or
	☐
	☐

	 
	h. irregularity (non-compliance with any legal or regulatory requirement applicable to the Organization or its Management).
	☐
	☐

	2.        
	The Company and its Management have not been found guilty pursuant to a final judgement or a final administrative decision of grave professional misconduct.  
	☐
	☐

	3.        
	The Company and its Management are not: bankrupt, subject to insolvency or winding-up procedures, subject to the administration of assets by a liquidator or a court, in an arrangement with creditors, subject to a legal suspension of business activities, or in any analogous situation arising from a similar procedure provided for under applicable national law.
	☐
	☐

	4.        
	The Company and its Management have not been the subject of a final judgement or a final administrative decision finding them in breach of their obligations relating to the payment of taxes or social security contributions.
	☐
	☐

	5.        
	The Company and its Management have not been the subject of a final judgement or a final administrative decision which found they created an entity in a different jurisdiction with the intent to circumvent fiscal, social or any other legal obligations in the jurisdiction of its registered office, central administration, or principal place of business (creating a shell company).
	☐
	☐

	6.        
	The Company and its Management have not been the subject of a final judgement or a final administrative decision which found the Company was created with the intent referred to in point (5) (being a shell company).
	☐
	☐



The UNFPA reserves the right to disqualify the Company, suspend or terminate any contract or other arrangement between the UNFPA and the Company, with immediate effect and without liability, in the event of any misrepresentation made by the Company in this Declaration.

It is the responsibility of the Company to immediately inform the UNFPA of any changes in the situations declared above. 

This Declaration is in addition to, and does not replace or cancel, or operate as a waiver of, any terms of contractual arrangements between the UNFPA and the Company.
	Signature:
	 

	Date:
	

	Name and Title:
	 

	Name of the Company:
	 

	UNGM Nº:
	 

	Postal Address:
	 

	Email:
	 







ANNEX I:
General Conditions of Contracts:
De Minimis Contracts


This Request for Quotation is subject to UNFPA’s General Conditions of Contract: De Minimis Contracts, which are available in: English, Spanish and French
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