TERMS OF REFERENCE
 PROVISION OF EVENT MANAGEMENT SERVICES
__________________________________________________________________
1. Introduction and background
In August 2019, the Human Sciences Research Council (HSRC) and Mastercard Foundation (MCF) entered into a 5-year agreement to determine the extent and impact of scholarships on alumni and their communities.  The project, known as The Imprint of Education (TIE), is underpinned by an array of activities across multiple study sites in Africa and engages with young graduates, higher education partners and a range of academics.
An output of the project is to convene alumni of Learning Activity 2 (LA2), Research as Intervention Qualitative Study (RAIQS).   To this end, the HSRC will convene +/- 125 people for a 7-night stay at Diamonds Dream of Africa, Diani Beach, Kenya from the 12-27 July 2023. 
2. Objective
Alumni participating in LA2 are located across several African countries, as well as internationally as the diaspora are in the UK, Europe as well as the America’s.  This network summit seeks to serve as a scaffolding and networking event to reflect on the personal development of the alumni by unpacking their activities in the form of journeys, goals, pathways and support received.  The week-long gathering will have three primary elements:
1) Verification and report back of data collection and findings
2) Data collection for year 4 of the study
3) Launch of the virtual museum
The format of the summit will be a mix of plenary and breakaway sessions.  
3. Scope of Work
In view of the above, the HSRC hereby invites suitably qualified companies (supplier) to manage the logistics of the event.  Event and travel management companies are encouraged to apply. 
A. Management services include:
· Design and sending out of invitations,
· Database setup for a closed event,
· Compile an array of communications, vetted by the client,
· Attend regular progress and monitoring meetings,
· Handle travel related queries, 

B. To facilitate a seamless experience for attendees, the management company must supply a simplified yet robust and informative invitation and registration system.  
Key features of this event registration portal include:
· Mobile compatibility
· Customized automatic responses 
· Issue communication to delegates including periodic notices / letters, notifications of any changes to the programme, supplementary literature as it pertains to the programme logistics. 
· Produce automatically generated confirmation letters e.g. to employers, 
· Generate customized reports for pre and post event analysis.
· Accept uploads in all formats.

C. Flight coordination
The HSRC financial management is governed by the Public Finance Management Act (PFMA) and thus seeks to gain the most competitive rates for goods and services.  For this reason, the HSRC is contracted to Travel Management Companies (TMC’s) to provide 3 quotes for travel related services.
It is envisioned the successful supplier will have access to the HSRC’s systems via VPN, to make flight and local shuttle bookings related to the event, as per the existing contractual framework  we have with TMC’s, the costs of which will be borne by the HSRC.  

D. On site assistance
The event requires a dedicated person to support the HSRC admin staff for the duration of the event.  The supplier is required to quote for one person, including fringe costs, while the HSRC will pay for travel and accommodation.
4. Budget
Suppliers are requested to submit a detailed budget for each area as outlined in paragraph 3 above, viz.
A. Management services
B. Management event portal
C. Facilitation of logistics
D. On site assistance
5. Evaluation Criteria
	Criterion
	Total

	1. Experience
· Experience (of the company or the dedicated agent in the company) in MICE (Meetings, Incentives, Conferences, Events) related services. 
· 5+ years    =   10 points
· 3-5 years   =     7 points
· 1-3 years   =     4 points
· Provide 3 contactable reference letters (on customers letterheads) of relevant work undertaken.
· 3+ letters    =   10 points
· 1-2 letters   =     7 points
· 0 letters       =     0 points

	
10





10





	2. Understanding of the task at hand
A 2-page proposal which demonstrates understanding of client’s needs.  The proposal to include approaches to problem – solving, an understanding of the various roles, process flow, responsibilities and turn-around times. 
· Excellent    30 points
· Fair              20 points
· Poor            10 points

	30

	3. An effective and efficient event management system
Provision of an application that is user friendly (for both front and back-end user); effective (including but not limited to, tracking and data reports, mobile friendly) and is responsive to client needs for efficiency to increase value creation (including but not limited to additional add-on features, back-end support).
· Excellent    50 
· Fair              35
· Poor            20 
	50



A minimum threshold of 75% is required for further evaluation.
Kindly Note: Event management services will take place in July 2023 in Diani Beach. Kenya
Proposals to be submitted to Mavis Magoleng: mmagoleng@hsrc.ac.za
For Enquiries Contact Mavis@ 012 302 2178
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