
 
 

 

 
 

 
 

 Date: 15th September 2019                                                                                              

TERMS OF REFERENCE 

REQUEST TO HIRE CONFERENCE FACILITIES WITH CATERING 

 

INTRODUCTION  

The Ministry of Economic Development is planning to organize a Business Roundtable on 7th 

October 2019 from 08:00am to 2:00pm. The Ministry is seeking the services of an 

organization or business entity to provide a venue and catering service for this event.  

SCOPE OF WORK  

 Description Unit 

1 Conference hall or meeting room at a location in Male’ to accommodate 

60+ guests on 7th October 2019  

(Conference hall / meeting room amenities: table setup, tablecloth, 

laptop, projector and screen, laser pointer for presentations, paper and 

stationery, sweets or mint bowls on each table, podium, flowers on 

podium and panel discussion table, in-built sound, high speed wi-fi)  

60 + pax 

2 Conference microphones on each table and 10 microphones on panel 

discussion table. 

20 + 

3 Sound mixer 1 

4 Mineral water, water jar and glasses to be kept on each table. 60 + pax 

5 Welcome drinks – to be served at the hall. 60 + pax 

6 Tea and coffee with finger foods 60 + pax 

7 Lunch buffet 60 + pax 

 The bid should include detailed menu of servings for all meals 

 Tea, coffee and lunch buffet should be held outside the conference hall 

 Welcome drinks should be served at the hall 

 Two sets ups will be required for the function – one for the opening and one for the 

panel discussion 

 

 

 

 

 

 

 

 

 



 

2 
 

 
 

EVALUATION CRITERIA  

Eligibility Checklist 

# Category Description  

1 Conference 

Hall 

Conference hall located in Male’, with ample 

seating capacity to accommodate 60+ guests  

 

2 Conference 

Facilities 

Table setup, tablecloth, laptop, projector and 

screen, laser pointer for presentations, paper 

and stationary, sweets or mint bowls on each 

table, podium, flowers on podium and panel 

discussion table, in-built sound, high speed 

wi-fi 

 

3 Water Drinking water, jars and glasses  

4 Catering Tea and coffee with finger foods, lunch buffet  

Total  

 

Category Description Marks 

Experience 

Experience in organizing similar events  

(5 points for each event) 

 

Experience in catering VIP lunch reception  

(5 points for each event) 

 

Financial 

Proposal 

The party with the lowest financial proposal 

will get 60%. Other parties will be scored by 

[(lowest price/ proposed price)×60] 

 

Total  

 

DOCUMENTS TO BE SUBMITTED WITH PROPOSAL  

Interested parties should submit the following documents: 

1. Business Registration certificate  

2. Company Profile  

3. Financial Proposal (Breakdown of costs for each service listed in this document, 

inclusive of applicable taxes and tax quoted separately) 

4. Capacity of the company to provide the service required 

5. Reference letters / Evidence of past experience in organizing similar events 

6. GST registration certificate 
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BID OPENING 

Interested parties should submit the above-mentioned documents to Ministry of Economic 

Development, Boduthakurufaanu Magu, Male’ on 26th September 2019 at 12:00hours.  

Bids will be opened in the presence of the bidders’ representatives at Ministry of Economic 

Development on 26th September 2019 at 12:00hours.  

Electronic bidding will not be permitted. Late bids will be rejected and any bids without the 

required documents to evaluate the above points will be rejected by the Ministry of Economic 

Development.  

For more information, please contact the Ministry through 333159 or email 

finance@trade.gov.mv , mihna.haleem@trade.gov.mv  

mailto:finance@trade.gov.mv
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