 Terms of Reference (ToR)
Procurement for Nigerian Red Cross Gala Event

1. Background
The Nigeria Red Cross is organizing an elaborate charity gala event scheduled for September 28, 2024, to raise funds for the ongoing Hunger Crisis Appeal and also present its 2025 year plan. This event, which expects approximately 200 guests, will take place at the Civic Centre, Ozumba Mbadiwe Avenue, Victoria Island, and Lagos. The successful execution of this event requires comprehensive procurement of catering, technical services, event styling and rentals, hospitality, entertainment, logistics, and publicity services.

2. Objectives

The primary objectives for this procurement include: 
· To secure high-quality catering services that includes food, beverages, and hospitality. 
· To acquire technical services for sound, lighting, and multimedia support. 
· To provide comprehensive event styling and rentals to enhance the event's aesthetics. 
· To ensure robust publicity and coverage before, during, and after the event. 
· To coordinate logistics to ensure smooth execution of the event.

3. Scope of Work

The procurement encompasses the following categories and items/services:
A. Catering Services
- Canapes for 300 guests
- Small Chops for 300 guests
- Mocktails and non-alcoholic drink service
- Nigerian, Oriental, and Continental food
- Desserts for 200 guests
- Grills for 200 guests
- Drivers Packs for 100 individuals

B. Technical Services
- LED Screen (10 sq. m x 2)
- Stage Design
- Multimedia and Live Feed/Video editing (3 cameramen)
- Photography and Photo book
- Sound and PA system
- LED and Stage Lighting

C. Event Styling & Rentals
- Venue Branding, Photo Wall, and Red Carpet
- Event Décor (centerpieces, table settings, walkway props, ceiling treatment)
- Chiavari Chairs
- 360 Camera Photo Booth
- Band performance
- DJ services

[bookmark: _GoBack]4. Target Market
The procurement process will target reputable vendors and service providers capable of providing the stated services and items. Vendors must demonstrate prior experience with similar events and compliance with local regulations.

5. Procurement Process
The procurement will follow a competitive bidding approach. The key steps involved are:
- Invitation for Proposals: The ToR will be released to solicit proposals from potential vendors.
- Proposal Submission: Vendors must submit their proposals by [insert submission deadline].
- Evaluation: Proposals will be evaluated based on criteria including price, quality, previous experience, and capacity to deliver.
- Award Notification: Successful vendors will be notified of the decisions and contracts will be signed.

6. Budget
 Vendors are required to provide itemized costs to ensure transparency and the final total budget for the event.

7. Governance and Compliance
All procurement procedures must comply with Nigeria Red Cross procurement policies and relevant statutory requirements to ensure fairness, transparency, and accountability.

8. Contact Information
For queries or clarifications, interested vendors can contact:
- Name: [Insert contact person’s name]
- Position: [Insert position]
- Email: [Insert email address]
- Phone: [Insert phone number]

 9. Schedule& Deliverables
The anticipated timeline for the procurement process is as follows:
- Release of ToR: [Insert date]
- Submission Deadline: [Insert date]
- Evaluation Period: [Insert date]
- Award Notification: [Insert date]
- Contract Signing: [Insert date]
- Event Date:September 28, 2024

10. Conclusion
This procurement is vital for the success of the Nigeria Red Cross Charity Gala Event. We invite qualified vendors to participate in this process to help us create a memorable and impactful event.
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