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Terms of Reference (TOR)


For the Selection of Hotel and Conference Services for World Vision (Turkey)

	Assignment
	Hotels (Accommodation/Conference and Catering) – LTA 6048  – Hospitality Services

	-Location
	(Turkey)

	Duration
	(12 months)

	Estimate number of working days
	(365)


1. JUSTIFICATION/BACKGROUND: World Vision is planning to contract reputable Hotels within Istanbul, Ankara, Gaziantep and Urfah to provide Accommodation, conference facilities and catering services for its staff inside Turkey. The successful service providers shall perform the required services in line with World Vision International’s Standards which emphasize high level of quality and reasonable yet competitive market prices. 

2. Objective:  Establish Long Term Agreements (LTA) with reputable Hotels for accommodation, conference facilities and catering services in Turkey. The successful bidders shall be contracted for a period of one year and may be renewable after a successful evaluation and market survey. The LTA will be awarded to the bidder who will meet all minimum requirements and clearly demonstrates a high degree of experience, ability and competency.

3. Scope of work: As per Request for all World Vision International’s organized activities or requested stay.

4. General requirements:
· Shall apply International standards in providing accommodation, conferencing and catering services and shall have rating of either 3, 4 or 5 stars.
· Shall have all the necessary equipment and facilities as well as experienced and
professionally trained staff to handle minimum requirements of World Vision International.
· Shall have a conference room(s) and related services available in a hotel or at neighboring sister hotel but located at a walking distance from the accommodation.
· Shall have discount rates available depending on market conditions.
· Shall have parking space for vehicles.
· Shall have a reliable internet connection in the hotel conference facilities and guest rooms.
· The hotels must have a 24-hour uninterrupted electricity system and security services.
· The hotel should assign a contract Manager as a focal point to deal with World Vision International offices on all matters concerning the management of the contract. The name of the contact person must be stated in the response to this TOR. Proper and diligent staff is always required while you are hosting a conference. Remember to choose and nominate the one who is experienced in handling such type of events.
4.1 Major requirements for accommodation (Guest rooms):
· Have basic facilities in the rooms such as Single or Double bed, Tea/Coffee facilities, 
· Fully air conditioned
· Telephone for an emergency, Hot and cold water 
· Safe deposits in rooms 
· Washing and ironing provisions.
· Secured parking facility.
· Non-smoking rooms available.
· Good internet connections available 
· A proper cooling/heating system in the rooms
4.2 Major requirement for Conference facilities:
· Ability to facilitate meeting participants, staff and other delegates.
· Ability to set-up multiple styles for sitting arrangements in meeting rooms e.g. conference, theatre etc.
· Ability for video conferencing (digital projectors)
· Good quality audio equipment – a surround sound speaker system, microphone
· Meeting room with adequate lighting.
· Smart board/projection screens – whiteboard and projection screen that has a mult-touch feature and mouse hover functionality 
· Good internet connections (Wi-Fi) to be available in the conference and secretariat rooms
· Audiovisual (such as projector, screen, laptop, mic etc.) to be organized as requested.
· Breakout rooms as requested for high and medium band.
· Secretariat room for organizers with printing, photocopier/scanner facilities for high and medium bands or access to the business center.
· Smoking rooms separate from main conference rooms
· Sound system (indicate if outsourced)
· A proper cooling/heating system
· Ability to provide meeting packages as follow with the minimum requirements:
Half day meeting package (1 coffee/tea break inclusive of bottled water and mints, lunch)
Full-day meeting package (2 coffee/tea breaks inclusive of bottled water and mints, lunch)
4.3. Catering:

Ability to provide catering for AM/PM Tea/Coffee, Snacks, Lunch, Dinner. Inclusive of beverages and drinks package The catering should contain vegetarian dishes






4.4. Service Quality: 

· The awarded contract service provider is expected to provide high-quality services in an efficient manner. 
· World Vision trainings, workshops, and meetings organized are critical events for its partners and stakeholders thus expect to have the following service quality:

· The meeting facilities and all meeting rooms must be ready and available to accommodate all participants.
· The accommodation rooms must be clean, safe and readily available to accommodate all participants.
· The service provider must assign sufficient supporting staff to accommodate the organizers and respond to organizer’s requests.
· The service provider must assign technical staff on lighting, cooling/heating system, sound and IT to support on any technical logistics at any and all times during the conference/meeting/training and at the request of organizers.

4.5 Personnel:
· To have competent staff to facilitate World Vision International workshops and events.
· Qualified IT personnel to assist IT set-up and requirements during conferencing.
· A security guards specifically for the equipment in the conference room.
5. Technical proposal:
This will include:
· The organizations detailed profile
· Valid Certificate of Registration
· Tax compliance certificate
[bookmark: _GoBack]6. Financial Proposal:
After we receive your letter of interest and following the letter of interest deadline, we will share a BOQ (Bill of Quantity) with you. We kindly request a clear breakdown of the financial proposal, including all applicable taxes and the terms of payment.
7. Duration 
The duration of the contract is anticipated to run for a period of one year under A Service level Framework Agreement.
8. Submission and Selection of Bids
The application (proposal) must contain a cover letter, technical proposal, and financial proposal. Please submit them to the email address turkey_tenders@wvi.org by the deadline, which will be communicated after the deadline for receiving the letter of interest along with the BOQ. The deadline for submitting letters of interest is 07/02/2024.
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