	ANNEX IV 

FINANCIAL OFFER (page 1 of 2)

	Events Organisation services:    F-COD-15-T29


	 
	Service fee per item
	Service fee (lump sum) for Type A events   (*)
	Service fee (lump sum) for Type B events  (**)
	Service fee (lump sum) for Type C events  (***)

	General event organisation package 

	1
	Event venue - inclusive of wireless Internet access, beamer, screens, printer etc.
	€
	€
	€
	€

	2
	Catering (in a venue provided by ENISA): 
	€
	
	
	

	
	          Buffet lunch (3 courses) with non-alcoholic beverages (1 lunch per event-day)
	
	
	
	

	
	          Coffee/Tea breaks (2 per day)
	
	
	
	

	3
	Catering (in a third-party venue e.g. in a hotel): 
	€
	
	
	

	
	          Buffet lunch (3 courses) with non-alcoholic beverages (1 lunch per event-day)
	
	
	
	

	
	          Coffee/Tea breaks (2 per day)
	
	
	
	

	4
	Dinner with non-alcoholic beverages 
(1 dinner per event day; upon request; at a restaurant; buffet or served)
	€
	
	
	

	5
	Microphones (including lapel / desktop units) and sound system as appropriate 
	€
	
	
	

	6
	Country name plates (per participant)
	€
	
	
	

	7
	Participant’s name plates (per participant)
	€
	
	
	

	8
	Participants badges, lanyards etc. (per participant)
	€
	
	
	

	9
	White boards, flipcharts, paper, pens etc.
	€
	
	
	

	10
	Video conference equipment
	€
	
	
	

	11
	Registration forms management via a web interface, satisfaction survey (per participant)
	€
	
	
	

	sub-totals
	€
	€
	€
	€

	Hospitality services 

	12
	Accommodation (single occupancy, rate for 1 or more overnights in a reputable 4* hotel) (per participant - per booking)
	€
	€
	€
	€

	13
	Airport and local transfers (per event) 
	€
	
	
	

	14
	Flight bookings (per participant)
	€
	
	
	

	sub-totals
	€
	€
	€
	€
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	Secretariat services

	15
	Secretarial services on site (participants’ registration and support, secretarial assistance, i.e. document printing, copying and scanning etc., mail support, housekeeping, event evaluation forms) (per event) 
	€
	Not applicable
	Not applicable
	Not applicable

	Customised services 

	16
	Guards (set of 2; per person per day)
	€
	Not applicable
	Not applicable
	Not applicable

	17
	Interpreters’ booths and technical equipment for simultaneous interpreting (amplifiers, microphones etc.)
	€
	
	
	

	18
	Interpretation services per sets of two interpreters (e.g. English to French) per person per day
	€
	
	
	

	19
	Social/cultural program
	€
	
	
	

	20
	Additional support/technical staff requested per person per day  
	€
	
	
	

	sub-totals
	€
	 
	 
	 

	TOTAL for Service fees in each column
	€
	€
	€
	€

	 
	Pitems
	PlumpsumA
	PlumpsumB
	PlumpsumC


 (*) Type A events typically involve up to 35 participants. 

(**) Type B events typically involve up to 120 participants; they may include high profile conference and High Level Events.

(***)Type C events typically are very few (3-4 per year), they involve 35 participants or more and they have a high degree of formality, expectation of quality and participant satisfaction.

Notes

1. All technical equipment must be contemporary, state-of-art, and suitably supported by knowledgeable technical support staff (on site and on-call). 

2. All support staff must have all necessary permissions and/ or licenses and be suitably trained and experienced to render services requested.

3. If venue has catering or dining services available they will normally be used instead of receiving an external service. 

4. For all items please specify any discounts applicable and conditions thereof.
5. Additional to your pricing structure given above, please fully detail your ‘cancellation policy’ in proportion to the quoted price (inclusive of any fixed fees) for services offered

6. All quotes in Euro, exclusive of VAT. 
I the tenderer declare that both pages comprising this Financial Offer form have been completed without leaving any box blank.





Print name:					Signature:				Date:


(of the Tenderer or authorised representative)
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