URBAN MOBILITY CONFERENCE & EXHIBITION

TERMS OF REFERENCE FOR INVITING PROPOSAL FOR ENGAGEMENT OF AN EVENT MANAGER 
1. Institute of Urban Transport (IUT) organizes an annual  ‘CONFERENCE CUM EXHIBITION’ on Urban Mobility India (UMI) in  December , every year. The main sponsor of the conference is the Ministry of Urban Development, Government of India. The annual conference is held as stipulated in the National Urban Transport Policy issued in 2006 by Government of India. A steering committee of the Ministry provides the guidance for the planning of the conference.  The Ministry also appoints an Organizing Committee to plan and conduct the event.
2. The 3rd conference, held in December, 2010 was attended by more than 500 delegates and more than 30 exhibitors put up stalls in the exhibition. The Japanese Government and a few others held parallel events. Round table discussions were held on topical subjects. The 4th conference cum exhibition alongwith the UNCRD sponsored Envirormentally Sustainable Transport (EST)  Forum for Asia  will be held in December 3 -6th 2011 for which arrangements are in hand.  The UMI conference includes a full day Research symposium and several other parallel events and round table discussions.
3. IUT  wishes to appoint established agencies with experience in organizing and managing such events for the year 2012, 2013 and 2014. The arrangement may be extended, by mutual agreement, beyond 2014. 
4. The selected agency will be responsible for all aspects of event management, the details of which are indicated at Annexure-I, which is indicative and not exhaustive.  Marketing of the event including obtaining of sponsorships will be the responsibility of IUT , for which it may take a partner. Activities relating to the technical content and structure of the event will be the responsibility of the IUT 

5. Agencies willing to be considered for being appointed as Event Managers for the UMI 2012, 2013 and 2014 are requested to submit their proposals in two packets.  The first packet will provide  information on the expertise of the agency in organizing such events with  experience details to be submitted under the following headings along with testimonials from the organisations for whom previous assignments  were undertaken: 
(i) Experience in the field of event management (number of Years)

(ii) Events managed in the last 3 years with details of :

(a) Organisation for which event managed

(b) Duration of the event

(c) Venue  where event was held
(d) Size of the event in terms of participation/number of delegates
(e) Cost of the event 
(f) Activities undertaken as part of the event management
(iii) 
Income tax and CST clearance certificate.

6. The financial packet will state the rates for undertaking the event management with itemized details as per Annexure – II.   These rates shall be at current prices.  The bidder shall indicate the escalation needed for subsequent years.  About 1000 delegates are expected to attend the UMI with 4 halls at the venue, besides round table discussions.

7. Those who are found suitable in the evaluation of the expertise and experience will be taken forward and their financial bids will be opened.   The bidder with the lowest cost will be considered for appointment to manage and organize the event.

8. Upon selection of the agency a letter of award of appointment will be issued.
9. Interested bidders are requested to attend a pre-bid meeting at 3:00 PM of 29th June, 2011 at the Board Room of the Association of Municipalities and Development Authorities (AMDA), 4-Institutional Area, Sri Fort Road, New Delhi.  Bids for the proposals are required to be submitted so as to reach the undersigned by 1500 hrs of 7th  July, 2011:

Shri  C L Kaul 

Executive Secretary
Institute of Urban Transport (India)
Room No. 217, 

2nd Floor, NBO Building, “G” Wing



Nirman Bhawan, Maulana Azad Road 



New Delhi-110 011

e.mail submission of bids will not be accepted.


The first packet of information on the expertise of the agency, submitted by the bidders, will be opened at 1700 hrs on the 7th July, 2011 at the above address.

Annexure-I
	
	Tasks to be performed by Event Manager (tasks indicative and not exhaustive)

	1. 
	Propose different venues appropriate for conference and expo with all facilities as decided by the IUT 

	2. 
	Assist in obtaining competitive rates and in negotiations of the contract with the venue authorities

	3. 
	Ensure performance by the venue management including Conference Package (Welcome tea on the inaugural day, Two times Tea/coffee with snacks & lunch and drinking water in bottles on all four days), conference secretariat, hall management, seating for various events etc.

	4. 
	Arrangements for conference dinners (venue and menu)

	5. 
	Construction of hangers to hold events in case the existing accommodation of the venue is not adequate.

	6. 
	Manage audio video arrangements, as per the requirements of IUT Audio – Visual equipment and audio recording of the proceedings. (Mike, Collar Mike, Cordless Mike, Audio System, Laptops, Data Projectors, Screen, Plasma, Pointer etc.) Photography – Still & Video

	7. 
	Organise signages/display boards - Banner/ Signage at all locations (Dais, Podium, Session Titles, Porch, Welcome Gate, Directions, Road side etc.)

	8. 
	Setup, Operation and Maintenance of Office Automation Equipment for conference Secretariat 

	9. 
	Printing and Stationary Services

	10. 
	Manpower Services–Coordinator, Professional Compere, Staff for handling Registration, Dais & Hall Management etc.

	11. 
	Exhibition set up (Stall setup, Chair, Table, table cloth, Electric points, name display etc.)

	12. 
	Arranging for hotel accommodation for invited speakers, in consultation with IUT.

	13. 
	Protocol Management for invited foreign/domestic resource persons at Hotel (up to three locations) and at airport and transfer to hotel and venue.

	14. 
	Arrangements and Management of Registration of delegates 

	15. 
	Complete stage/podium set up including flowers, lighting and any formal ceremonies.

	16. 
	Delegate name Badges, Dais Name Plates & Seating arrangement board

	17. 
	Making arrangements for display and distribution of material by sponsors.

	18. 
	Transportation at the venue.


Annexure-II




S.No.
Particulars









I
Hiring of Signage Items 




Rate/per sq.mt
01.
Backdrop behind the head table on frame

per sq.mt





work with text & logos in  thermocole 



Cutout as per design installed on self supporting


Stands


Designing & Fabrication of Addl Logos
02
Backdrop behind the head table on frame

per sq.mt





work with text & logos in  flex material 




Cutout as per design installed on self supporting


Stands

02.
P anel in front of the Podium with text & logo

per sq.mt

In flex material

03.
Dais name plates with laser printed names in



Acrylic holders





per sq.mt
04.
Direction Indicator panel in flex material



With text & logo placed outside the halls

per sq.mt
05.
Welcome panel in flex material with text & 



Logo placed on self supporting stands


per sq.mt
06.
Signage boards indicating the groups in various

per sq.mt

Halls








07.
Welcome hoarding with text & logo in flex 




Material





Per Sq. mt.

08
Registration Counters




Per Sq. mt.

II 
Printing





Rate (each)

01
Badge card with cover and lanyard

02
Invitation Card (standard size with two sides printing)

03
Binder: Hard Cover with clip,  20 coloured pages, 


100 Black and While pages, 10 separators 
04
UMI Brochure 170 gms, Glossy Finish 


A-4 size, 4 pages per brochure
III.
Hiring of Audio/Visual Equipments



 Rate/Each day
01
Mikes on Head table











Each/Day

02
Mikes on podium











Each/Day

03
Cordless Hand held mikes










Each/Day

04
Audio Recording System





(C/o Audio Cassettes @    each)





05
Front projection screen (6’x8’) on the dais




&







 (7’x5’) between the Audience




06
Data Projector










07
Splitter





















08
Laptop







09
Video Camera with editing table





10
Video Camera without editing table




11
DV Casettes

12
DVD Conversion of DV Casettes

13
42” Plasma on Stand

14
42” Monitors in front of head table

15 
Laser pointer

16
Switchers
17
Lapel  mikes

IV.
Still Photography (Digital Format)

01
Assignment charges with CD


--



Of entire coverage




Per Day

V
Exhibition Set up
Item







Rate per Sq.M (Rs.)

1.
Stall set up

2. 
Carpeting

3.
Canopy

4.
Poster panel

5.
Stall banners

VI
Manpower




Rate per person  per day
1.
Ushering Staff

2.
Que managers

3.
Coordinators

VII
Construction of Hangers

VIII
ANY OTHER ITEM RELEVANT TO THE EVENT MANAGEMENT

