	
	
	



ANNEX A
EXPRESSION OF INTEREST: TECHNICAL SERVICES GL@25
 
I. ADMINISTRATIVE INFORMATION 
 
	NAME OF SERVICE PROVIDER
	 

	KEY CONTACT/S
	 

	DESIGNATION
	 

	PHONE/CELL PHONE
	 

	REGISTRATION NUMBER (IF COMPANY)
	 

	ADDRESS 
	 

	E MAIL 
	 

	WEBSITE
	 


 
Important note: While Gender Links appreciates how AI now offers a powerful tool to streamline many aspects of the digital work, this specific call seeks originality, thoughtful and authentic ideas, practical approaches that are backed up by evidence as well as traceable references of similar work done previously.
 
II. APPROACH
Please include the following in your submission:

Synopsis: a short summary of the key points in your submission. (half page)

Approach and methodology:  Provide your proposed approach to hosting this hybrid conference in a smooth and flawless way, with no downtime or technical glitches that may disrupt the programme. Please note that it is important to keep both the virtual and physical audience engaged at all times as the event unfolds. Experience in online fundraising and commentary services will be a key consideration which needs to come out clearly in the methodology to be applied.          


III. SERVICE PROVIDER PROFILE 
Please include the following.

Company or Consultant Profile: Overview of company, location, years in business, and experience in both technical components and hardware aspects of this call. 

Portfolio of work: Please share portfolio of evidence, in any form, to demonstrate similar work done. If not already included in the portfolio, please detail the specific services delivered for at least 3 organisations. 

Project Team: Roles and bios/CVs of team members who will manage and coordinate this event.



References: Please provide names, E Mail and phone numbers of at least three referees. These will be contacted for shortlisted candidate. 

	Name 
	Designation 
	Company/ affiliation 
	Phone 
	E Mail 
	Brief description of work done

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	



 
IV. WORKPLAN/BUDGET
Itemised cost breakdown by category (inclusive of VAT and/or taxes), as well as any other foreseen costs (eg additional equipment), using the following template. NB: You may choose to do this in an excel sheet 

 
	A) Gender Links@25 Technical Services_Hybrid Conference

	Tasks/ Steps
	Description of task
	Deliverables 
	Timeframe
	Total Hours
	Rate per hour
	Cost- Rands 

	Site Visit and Pre-Planning 
	 
	 
	
	 
	 
	 

	Organise logical set up costs
	 
	 
	
	 
	 
	 

	Audio Visual Equipment
	 
	 
	
	 
	 
	 

	Sound and lighting
	 
	 
	
	 
	 
	 

	Additional projectors or LED screens (3)
	
	
	
	
	
	

	Technical crew onsite
	 
	 
	
	 
	 
	 

	Travel/ logistics 
	 
	 
	
	 
	 
	 

	Video production and Editing post event
	 
	 
	
	 
	 
	 

	Total  Budget
	 
	 
	
	 
	 
	 


 
  
Proposed payment plan 
	Milestone 
	Deliverable 
	Date 
	Payment – Rands 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Undertaking 
The information presented here is true and reflective of the capacity and ability of the provider. 


 
 
__________________________			________________________
Name 							Designation 
 
 
 
 
__________________________			__________________________
· Signed							Date
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