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Annex II- Financial Offer Template for Event Management Services
Reference: RLS–ADMIN–Event Management–2026/2028


Event Scenario:
One 1-day event in Tunis for 50 participants including venue rental, catering, event logistics, and optional services such as photo/video documentation, transportation, and hybrid event technical setup.
Part I: Financial Quotation Table
	Service Category
	Description
	Unit
	Quantity
	Unit Price (TND)
	Total Price (TND)

	1. Venue Management
	Venue rental, setup (tables, seating, AV equipment, signage, decoration), internet
	Event / Day
	1
	
	

	2. Catering Services

	a) Meals
	Lunch or dinner per participant
	Per Person
	50
	
	

	b) Coffee Breaks
	Option 1: Simple (coffee, tea, water, biscuits)
	Per Person
	50
	
	

	
	Option 2: Rich (coffee, tea, juices, water, assorted pastries, fresh fruits)
	Per Person
	50
	
	

	
	Option 3: Rich with savory snacks (coffee, tea, juices, water, assorted pastries, salty snacks)
	Per Person
	50
	
	

	c) Special Dietary Requirements
	Additional cost per person for vegetarian, halal, gluten-free meals
	Per Person
	50
	
	

	3. Event Logistics
	Preparation and provision of materials (folders, name tags, pens, flipcharts), invitations, registration, attendance tracking, on-site support
	Event / Day
	1
	
	

	4. Photo/Video Documentation
	Photography and video coverage of the event
	Event / Day
	1
	
	

	5. Transportation
	Airport transfers and local travel for participants
	Per Trip
	10
	
	

	6. Interpretation & Translation
	Interpretation services and translation during event
	Event / Day
	1
	
	

	7. Hybrid Event Setup
	Technical setup, live streaming, virtual platform coordination, support for remote speakers
	Event / Day
	1
	
	

	8. Excursions / Social Program
	Transport and access tickets for excursions or social activities
	Per Person
	50
	
	

	TOTAL COST (Excluding of all taxes and fees)
	
	
	
	



Part II: Technical Evaluation Summary
	Evaluation Criteria
	Details to be provided by Bidder

	Relevant Experience and References
	List of similar events managed, including details of clients and outcomes

	Quality and Clarity of Services
	Description of methodology and service delivery approach

	Logistics Capacity and Responsiveness
	Details on team size, equipment, communication channels, and response time

	Experience with International Organizations
	Examples of collaborations and references from international partners



Instructions:
· Please fill in all unit prices and totals in Tunisian Dinar (TND), excluding VAT.
· Prices must be inclusive of all other applicable taxes and fees.
· For catering, specify which coffee break option(s) you are pricing, and any special dietary surcharges.
· Include supporting documents for the technical evaluation criteria as attachments.
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Service Category  Description  Unit  Quantity  Unit Price  (TND)  Total Price  (TND)  

1. Venue Management  Venue rental,  setup (tables, seating, AV equipment, signage, decoration),  internet  Event / Day  1    

2. Catering Services  

a) Meals  Lunch or dinner per participant  Per Person  50    

b) Coffee Breaks  Option 1: Simple (coffee, tea, water, biscuits)  Per Person  50    

Option 2: Rich (coffee, tea, juices, water, assorted pastries, fresh fruits)  Per Person  50    

Option 3: Rich with savory snacks (coffee, tea, juices, water, assorted pastries,  salty snacks)  Per Person  50    

c) Special Dietary  Requirements  Additional cost per person for vegetarian, halal, gluten - free meals  Per Person  50    

3. Event Logistics  Preparation and provision of materials (folders, name tags, pens, flipcharts),  invitations, registration, attendance tracking, on - site support  Event / Day  1    

4. Photo/Video  Documentation  Photography and video coverage of the event  Event / Day  1    

