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Annex II

RFP – Quotation Form

The Quotation Form must be completed, signed and returned to GCF. Quotations must be made in accordance with the instructions contained in this request.

The undersigned, having read the terms and conditions of Quotation No. GCF RFP 2018/S/016 set out in the attached document, hereby offers to provide the service and related goods specified in the RFP at the price or prices quoted, in accordance with any specifications stated, and subject to the terms and conditions set out or specified in the bid document.

[bookmark: _GoBack]I, ____________(Name of Signing Official)____________, certify that I am ______(Position)_______ of __________(Legal Name of Company)___________; that by signing this RFP bid for and on behalf of __________(Legal Name of Company)___________ I am certifying that all information contained herein is accurate and truthful and that the signing of this bid is within the scope of my powers.

____________________________       _______________________________________     _________________________________
              (Signature)                                           (Name)                                                  (Title)

_____________________________
                (Date)

Provide the name and contact information for the primary contact from your company for this quotation:

Name: ______________________________________    Title: _____________________________________

Mailing Address (Street/City/Province/Country): ___________________________________

_____________________________________________________________________________________________

Tel. No: _________________________     Fax No: ___________________________

E-mail Address: _______________________________

Offer valid until: _____(Date)_____           (Must be at least ninety (90) days)

Currency of offer: Korean Won, exclusive of VAT
Payment terms 30 days - after presentation of the bill - accepted: □




Technical Response Template

Please include this Technical Response Templaste as part of the Quotation and specify your response in the Bidder’s Response column. Please also specify any part or area of the requirements that cannot be met. 


	Item
	Requirement
	Bidder’s Response/Comments

	Date and Time
	The GCF Private Investment Climate Conference will take place from 10 - 11th of October 2018. 
The NDA Workshop will take place from 8 – 12th October 2018. 

Based on the events’ schedule, participants for the NDA Workshop are expected to check-in on 7 October 2018 and check-out on 13 October 2018. Participants for the GCF Private Investment Climate Conference are expected to check-in on 9 October 2018 and check-out on 12 October 2018.

For logistical coordination, accommodation requirements include both the GCF Private Investment Climate Conference and the NDA workshop participants. Accommodation and venue payment for the GCF Private Investment Climate Conference and the NDA Workshop should be processed separately.  

	Please confirm availability of the venue on the indicated dates.

	Event Venue
	Event Venue
Please note that this event involves high-level delegations from the government and private-sectors thus proposals should be able to accommodate high level of security services and has capacity to support needful protocol assistance as requested. 

Experience in hosting international events with more than 300 participants with special arrangements are mandatory. Please include the capacity and the former experience of hosing similar high-level, international events in the proposal.

Below is the chart showing the needed event room(s) by the designated time duration and date for 6 days.

	Date
	Time
	Option/Note

	2018/10/8
	6:00 am to 8:30 am
	One (1) event room accommodating minimum 300 people

	2018/10/8 – Total 1 event room is required as per above requirements

	2018/10/9

	6:00 am to 8:30 am
	One (1) event room accommodating minimum 300 people 

	
	3:00 pm to 10:30 pm
	One (1) event room accommodating minimum 50 people

	2018/10/9 – Total 2 event rooms are required as per above requirements 

	2018/10/10

	6:00 am to 8:30 am
	One (1) event room accommodating minimum 350 people


	
	7:30 am to 10: 00 pm
	One (1) event room accommodating minimum 70 people

	
	7:30 am to 6: 00 pm
	Five (5) event rooms accommodating minimum 8 people each. This could be also in the form of sections of a larger size room partitioned into individual event rooms. 

	
	7:30 am to 10:00 pm
	One (1) event room spacious enough to hold minimum 650 of people and rented exclusively for the event. The room should have a front stage.


	
	5:30 pm to 7:00 pm
	One (1) event room or open space enough to hold minimum 650 of people and extra space for equipment needed for the networking event.

	2018/10/10 – Total 9 event rooms are required as per above requirements. 

	2018/10/11
	6:00 am to 8:30 am
	The event room (1) need to accommodate minimum 350 people 

	
	7:30 am to 10:00 pm 
	The conference room (1) should accommodate minimum 70 people 

	
	7:30 am to 6:00 pm
	Five (5) event rooms accommodating minimum 8 people each. This could be also in the form of sections of a larger size room partitioned into individual event rooms.

	
	7:30 am to 10:00 pm
	One (1) event room spacious enough to hold minimum 650 of people and rented exclusively for the event. The room should have a front stage.


	
	5:30 pm to 7:00 pm
	One (1) event room spacious enough to hold maximum 650 people and equipment need for the event 

	
	1:30 pm to 4:30 pm
	One (1) event room spacious enough to hold maximum 180 people and equipment need for Breakout Session

	
	1:30 pm to 4:30 pm
	One (1) event room spacious enough to hold maximum 180 people and equipment need for Breakout Session

	
	1:30 pm to 4:30 pm
	One (1) event room spacious enough to hold maximum 180 people and equipment need for Breakout Session

	
	1:30 pm to 4:30 pm
	One (1) event room spacious enough to hold maximum 100 people and equipment need for Breakout Session

	2018/10/11 – Total 13 Event rooms are required as per above requirements

	2018/10/12
	6:00 am to 8:30 am 
	The event room (1) need to accommodate minimum 350 people 

	2018/10/12 – Total 1 Event room is required as per above requirements

	2018/10/13
	6:00 am to 8:30 am
	The event room (1) need to accommodate minimum 300 people 

	2018/10/13 – Total 1 Event room is required as per above requirements


1. All event rooms should be equipped with tables and chairs appropriate for meals and group sessions – table, chairs, and equipment set up will be required.
2. All event rooms should provide one (1) podium and a set-up for presentation.
3. Parking spaces will be required for some participants.
4. Venue should offer a commute service from the venue to GCF.
5. Airport pick up service will be required for participants.

	Please confirm availability of the venue on the indicated dates with the required capacity and services.

Please confirm and specify experience in hosting international events with more than 300 participants with special arrangements, which is mandatory.

Please confirm that the event venue and accommodation will be at the same compound and that daily transportation arrangements from and to the G-Tower as well as the airport can be provided.

	Accommodation
	Below is the chart showing the needed number of accommodations for both participants.

Accommodation – The GCF Private Investment Climate Conference Participants
	Date 
	Single room
	Double room
	Suite 
	Total

	9th of October 2018
	50
	0
	0
	50

	10th of October 2018
	50
	0
	0
	50

	11th of October 2018
	50
	0
	0
	50



Accommodation – High-level NDA Meeting Participants
	Date 
	Single room
	Double room
	Suite
	Total

	7th of October 2018
	292
	0
	0
	292

	8th of October 2018
	292
	0
	0
	292

	9th of October 2018
	292
	0
	0
	292

	10th of October 2018
	292
	0
	0
	292

	11th of October 2018
	292
	0
	0
	292

	12th of October 2018
	292
	0
	0
	292



Reservation and payment method for accommodation
GCF will provide all rooming list (NDAs workshop & GCF Private Investment Climate Conference participants)

Minimum Guarantee
GCF will only guarantee minimum 220 rooms daily from 7th October 2018 to 12th October 2018. 

	Please confirm the availability to provide accommodation on the indicated dates as per the requirements.


	Sound system and ICT
	· Two (2) microphones and sound system per event room to be provided at the venue.
· Projector and screen to be provided per room for all event days.
· Complimentary Wi-fi connection for all participants.
	Please confirm that the venue will provide the Sound system and ICT services as per the specified requirements.

	Food
	Catering for all participants to be provided with:

The GCF Private Investment Climate Conference 
	Date
	Breakfast
(No. of servings)
	AM Coffee Break
(No. of servings)
	Lunch
(No. of servings)
	PM Coffee break
(No. of servings)
	Dinner
(No. of servings)

	2018/10/9
	0
	0
	0
	0
	50 

	2018/10/10
	50
	300
	300
	300
	300

	2018/10/11
	50
	300
	300
	300
	300

	2018/10/12
	50
	0
	0
	0
	0





High-level NDA Meeting Participants
	Date
	Breakfast
(No. of servings)
	AM Coffee Break
(No. of servings)
	Lunch
(No. of servings)
	PM Coffee break
(No. of servings)
	Dinner
(No. of servings)

	2018/10/8
	292
	0
	0
	0
	0

	2018/10/9
	292
	0
	0
	0
	0

	2018/10/10
	292
	300
	300
	300
	300

	2018/10/11
	292
	300
	300
	300
	300

	2018/10/12
	292
	0
	0
	0
	0

	2018/10/13
	292
	0
	0
	0
	0



· Breakfast:
· International buffet or American breakfast should be provided daily
· Breakfast should include vegetarian and halal options (please specify additional costs, if any)
· Lunch 
· Either lunch box or international buffet – please provide quotation for both options for consideration 
· Dinner 
· 9 October: Meal to be served at hotel restaurant. Payment will be made based on the actual served number. 
· 10 October: Course menu (Korean fusion or Western)
· 11October: International buffet 

· All catering should meet with special dietary needs of the Fund:
· Halal food and Vegetarian menu will be required (to be updated)
· There are some participants allergic to oatmeal and shellfish.
· Some participants do not eat pork and/or beef.
Offered menu for each meal will be required upon submission of the quote
	Please confirm that the venue will provide catering services as per the specified requirements. 
Please also attach the offered menu for each meal.

	Beverages
	· Free flow of water to be provided for all sessions
· Coffee break (All-day)
· AM coffee break includes coffee, teas, fruit juice, at least two types of sandwiches, fruit and pastry
· PM coffee break includes coffee, teas and Cookies  
· Networking event (10th and 11th of October, 5:30 PM). 
· Cocktails, beer, wine (red & white) and soft drinks 
· Dinner
· Beer, wine (red & white) and soft drinks.
	Please confirm that beverages will be provided as per the specified requirements.
Please also attach the offered menu for each meal.

	Payment Method
	· Incidental and any additional expense occurred in the hotel should be paid by participants directly.
· The GCF will not provide a guarantee card or deposit before the conference.
· Payment will be made after the receipt of a properly formatted and reconciled bill, less any disputed charges. 
	Please confirm acceptance of the payment method.



Note:   GCF reserves right to revise the details of requirements as needed. 
Payment will be based on actual usage and consumption.  
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