ANNEX B – APPENDIX V
Technical offer form for hosting meetings of more than 200 participants including catering service
· Criteria indicated as MANDATORY are knock-out criteria, determining eligibility for financial evaluation;
· Min. 34 criteria must be complied with to qualify technically, including the MANDATORY criteria;
· As part of the evaluation process, the UNHCR evaluation panel may visit the proposed venues and meeting halls to ascertain accuracy of information provided as part of your bid. The panel may decide to amend and modify the provided information if inaccuracies are identified during the visit.
	
REQUIREMENT
	Tick if YES 
Leave blank if NO
	Comments

	FORMAL CRITERIA

	MANDATORY - Business registration certificate - testifying business activity exceeding 3 years
	☐	Please attach a copy

	MANDATORY - Tax certificate
	☐	Please attach a copy

	MANDATORY - References since 2021 with contact information and/or min. GOOD rating on Booking.com
	☐	Please attach a copy

	Promotional material on the proposed meeting halls is provided
	☐	Please attach supporting material

	Social and environmental responsibility
	☐	Please attach supporting material

	Quality certifications
	☐	Please attach copies

	Proposed meeting hall capacity
	☐	Please indicate maximum number of participants

	The venue has no/3/4/5 stars
	☐	Please attach supporting evidence

	Which category does the proposed venue belong to:
i) Commercial
ii) Good commercial
i) Premium & luxurious
	☐	Please explain

	LOCATION

	Core city center
	☐	

	MANDATORY - Not more than 6 km from UNHCR Office or not longer than 20 mins drive during peak hours (whichever is quicker)
	☐	

	MANDATORY - Easy access by public transport or traffic
	☐	

	ACCESSIBILITY

	Ample parking area for proposed meeting hall capacity
	☐	

	Availability of drop-off area
	☐	

	Availability of drop-off area or parking space for participants with mobility challenges (ex. wheelchair)
	☐	

	The building is wheelchair accessible
	☐	

	The meeting hall is wheelchair accessible
	☐	

	The dining area is wheelchair accessible
	☐	

	The restroom is wheelchair accessible
	☐	

	Entrance and doors in the interior are min 90cm wide and are easy to handle
	☐	

	Ability to accommodate individuals with special needs
	☐	

	General & event related signage is clear, legible & easy to follow
	☐	

	STAFF

	Receptionists speak English well 
	☐	

	Other support staff speak English well
	☐	

	Staff are trained to assist participants with special needs
	☐	

	HYGIENE & CLEANLINESS

	MANDATORY - Entrance & common areas are clean & maintained 
	☐	

	MANDATORY - Restrooms are clean & maintained
	☐	

	MANDATORY - Meeting hall is clean & maintained
	☐	

	MANDATORY - Dining area is clean & maintained 
	☐	

	MEETING HALL

	Luminous natural light
	☐	

	Well-lit & lighting controls are available 
	☐	

	Modern & appealing design character
	☐	

	New & modern furniture
	☐	

	MANDATORY - Comfortable furniture
	☐	

	Pleasant acoustics, well isolated from outside noise
	☐	

	Possibility for theater seating arrangement
	☐	

	Possibility for U-shape seating arrangement
	☐	

	Possibility for island seating arrangement (or round tables)
	☐	

	Spacious enough for wheelchair users to move with ease
	☐	

	Enough space for 2 x interpreter booths
	☐	

	Regular & acceptable Wi-Fi connection speed
	☐	

	Elevated capacity connectivity for specific events 300Mbps or more
	☐	

	MANDATORY - Availability of projector, sound-system, flipchart and wireless microphones
	☐	

	Indoor & outdoor break space in proximity to the meeting room
	☐	

	A host delegated to the event to address any requests & concerns
	☐	

	BREAK-OUT ROOMS

	Availability of smaller rooms in proximity of the meeting hall for group activities
	☐	

	SAFETY MEASURES

	Metal detector can be made available upon request
	☐	

	Possibility to delegate an unarmed guard for the event
	☐	

	MANDATORY - Emergency exists are easily accessible
	☐	

	Emergency exits are wheelchair accessible 
	☐	

	MANDATORY - Evacuation procedures are established
	☐	

	MANDATORY - Evacuation signage is visible, legible & easy to follow
	☐	

	MEALS

	Welcome coffee break - must contain: unlimited coffee and tea, 1 x 0.5l water/participant, 1 x finger food salty or sweet
	☐	

	Standard coffee break - must contain: unlimited coffee and tea, 1 x 0.5l water/participant, 2 x finger food salty or sweet
	☐	

	Fruit basket - must contain: minimum of 2 fruits per person (apples, bananas, orange, grapes, etc.)
	☐	

	Beverage package - must contain: unlimited coffee and tea through all the session, 2 x 0.5l water/participant,
	☐	

	Ability to observe multiple nutritional restrictions (allergies, vegan food, gluten free, etc.)
	☐	

	Buffet style menu - must contain: vegetarian options, non-gluten food, meat, fish, rice, and potatoes
	☐	

	The Finger Food menu must contain a minimum 3 different types of salty and 3 different types of sweet finger food to be selected, for variety during events
	☐	

	The Finger Food menu must contain a minimum 5 different types of salty and 5 different types of sweet finger food to be selected, for variety during events
	☐	

	Finger Food menu 1 - must contain 1 x salty or sweet option
	☐	

	Finger Food menu 2 - must contain 2 x salty or sweet options
	☐	

	Finger Food menu 3 - must contain 3 x salty or sweet options
	☐	

	Lunch Menu 1 - must contain: soup, main dish (veggie & meat option), salad, 1 x 0.5l water bottle, 1 x juice 0.25l
	☐	

	Lunch Menu 2 - must contain: soup, main dish (veggie & meat option), salad, dessert, 1 x 0.5l water bottle, 1 x juice 0.25l
	☐	

	Lunch Menu 3 - must contain: appetizer, soup, main dish (veggie & meat option), salad, dessert, 1 x 0.5l water bottle, 1 x juice 0.25l
	☐	

	The lunch menu must contain a minimum 3 different types of soups, main dish, salads, appetizers, and deserts to be chosen, ensuring variety during events
	☐	

	The lunch menu contains minimum 5 different types of soups, main dish, salads, appetizers, and deserts to be chosen, ensuring variety during events
	☐	





