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	Jhpiego Corporation, India

	REQUEST FOR PROPOSAL (RFP)

	SUBJECT: Hiring Event Management agency/agencies for Workshops and Meetings

	ISSUE DATE: Oct 16, 2026

	SUBMISSION DEADLINE: Oct 29, 2026

	SUBMISSION ADDRESS:  jhpin.procurement@jhpiego.org (For submission of proposals)

Email: neeraj.kumar@jhpiego.org (For queries only): - Please send before 22 Oct 2026, 5.00 PM (pls mentioned subject line – Queries - Hiring Event Management agency/agencies
Office Telephone: Tel: +91 11 49575100 

	BID OPENING (TENTATIVE) : - Nov 02, 2026

	AWARD /START DATE (selection of partner)- 20 Nov 2026 (tentative)

	About Jhpiego:

Jhpiego is a nonprofit global health leader and Johns Hopkins University affiliate that is saving lives, improving health, and transforming futures. We partner with governments, health experts and local communities to build the skills and systems that guarantee a healthier future for women and families. Jhpiego translates the best science and practice into moments of care that can mean the difference between life and death for women and families. The moment a woman gives birth; the moment a midwife helps a newborn to breathe. Through our partnerships, we are revolutionizing health care for the world’s most disadvantaged and vulnerable people. 

In India, Jhpiego works across various states in close collaboration with national and state governments, providing technical assistance in the areas of family planning, maternal and child health, strengthening human resources for health, and non-communicable diseases. These programs are funded by Takeda Pharmaceutical Company Limited, Unitaid, UNICEF, World Health Organization, University of Manitoba, Bill & Melinda Gates Foundation, MSD for Mothers and others. Multiple programs implemented by Jhpiego with different state governments are having specific learning agenda and objectives. Each program involves wide range of data collection in various implementation geographies across India. 

	About the Project:  We can use in multiple projects. 

	Preferred vendor: Yes 

	This RFP includes following:

Section 1 - Information to bidders 

Section 2 - Technical Proposal
Section 3 - Financial Proposal - Standard Template 
Section 4 - Scope of Work 

Section 5 – Vendor Information Form– Standard Template


SECTION - 01

Instructions to Bidder

1. Clarification and Amendment of RFP Documents- Bidder may seek clarification on any clause of the RFP by submitting queries in writing via email to the specified email ID on or before 22nd Oct 2026.

2. Proposal Validity – must remain valid for minimum 90 days after the submission date. During this period, bidder shall maintain the availability of Professional staff nominated in the Proposal and the financial proposal unchanged. The purchaser will make its best effort to complete negotiations within this period. Should the need arise, however, the purchaser may request bidder to extend the validity period of their proposals. 

3. Preparation of bid

3.1  The bid as well as all related correspondence exchanged by the bidders and the purchaser, shall be written in English language, unless specified otherwise.

3.2 In preparing their Proposal, bidder is expected to examine in detail the documents comprising the RFP. Material deficiencies in providing the information requested may result in the rejection of a Proposal.

3.2.1 Depending on the nature of the Assignment/job, bidder is required to submit a Technical Proposal (TP) in forms provided in Section-2. Form Technical in Section-2 is a sample letter of technical proposal which is to be submitted along with the technical proposal.

3.3 A brief description of the bidder’s organization will be provided in Form Technical-2. In the same Form, the bidder will provide details of experience of assignments which are similar to the proposed assignment/ job as per the scope of work.

3.4 The Technical Proposal shall not include any financial information. A Technical Proposal containing financial information may be declared non-responsive.
3.5 Financial Proposals: The Financial Proposal shall be submitted in the prescribed format provided in Section 3, with item-wise pricing as specified in the financial template. The financial proposal shall not include any conditions attached to it and any such conditional financial proposal shall be rejected summarily.

3.6 The bidder shall fully familiarize themselves about the applicable to Domestic taxes on amounts payable by the purchaser under the Contract. All such taxes must be included by the bidder in the financial proposal.

3.7 Currency -bidder shall express the price of their Assignment/job in India Rupees.

3.8 Delay submitted proposal shall be rejected only Procurement committee will have the right to consider in specific situation. 

3.9 Incomplete application forms are liable to be rejected. No further correspondence will be entertained from rejected applicants. 

3.10 The application of the selected agency should be signed by the authorised signatory confirming that all the details furnished in the application are true and correct to the best of his/her knowledge and that in case any false information or suppression of any material information is furnished, the application shall be liable for rejection by Jhpiego Corporation.

3.11 This RFP does not commit Jhpiego to award a grant / contract or to pay any costs incurred in the preparation of a Proposal for the goods and/or services offered.

3.12 Jhpiego reserves the right to accept or reject any or all proposals received as a result of this request, to negotiate with all qualified applicant(s) or to cancel this RFP, if it is in the best interests of Jhpiego to do so. The decision of Jhpiego shall be final.

4. Submission of bid

4.1 Bidders need to submit their bids electronically to jhpin.procurement@jhpiego.org as mentioned above. 
4.2 Two bid system: - The bidder shall submit their bids mentioning the Bid Reference - Hiring Event Management agency/agencies for Workshops and Meetings via e-mail following the two-bid system comprising of 1. Technical bid and 2. financial bid. 
IMPORTANT NOTE: 

4.2.1 The Technical Proposal and Financial Proposal should be submitted as two separate non-editable PDF attachments via e-mail to jhpin.procurement@jhpiego.org.
Both the above separate files should clearly mention the name of the file as Technical Bid or Financial Bid along with the name of the bidder.  
Please note that the Financial Proposals should be password protected. 

4.2.2 The Password need to be disclosed/confirmed by bidder at the time of financial bid opening. Bid will be rejected if bidder will not be able to provide password of their financial bid.  

4.2.3 Due to technical reasons, bids up to 10 MB can be received at the above-mentioned e-mail ID.  In case, the bid size is more than 10 MB, bidders are requested to send their bids in parts, clearly indicating the total no. of mails/attachments sent by the bidder. These bids sent through e-mail in parts from one bidder should be from the same e-mail ID.

5. Evaluation, Negotiation and Agreement: 

All proposals satisfying the requirements of this RFP will be evaluated to establish which of the applicant(s) best fulfils the needs of Jhpiego.

5.1 Essential Eligibility Criteria-

· Agency must be authorized and registered to operate in India as per Indian government applicable guidelines and laws.

· The agency must have a minimum of three (3) years of experience in providing corporate event management services. 
· The agency shall submit self-attested copies of all required documents along with the proposal, including the Certificate of Registration, GST Registration Certificate, and PAN Card.
· Income Tax Returns (ITR) for the last three (03) financial years or turn over certificates for last three years of financial years.

· The agency shall submit at least three (3) client references, work orders, or completion certificates for similar events successfully managed during the last three (3) years.

· The agency shall not be blacklisted, suspended, or debarred by any Government authority, Public Sector Undertaking (PSU), or any corporate. A self-declaration to this effect, duly signed by the authorized signatory and issued on the agency’s letterhead, must be submitted along with the bid.

5.2 Technical Evaluation Criteria:

	S. No.
	Evaluation Criteria
	Maximum Marks

	1
	Firm/Agency Experience
	10

	2
	Team Composition and Technical Expertise
	10

	3
	Relevant Event Management Experience
	25

	4
	Multi-City Event Management Capability
	25

	5
	Past Performance and Client Satisfaction
	15

	6
	Quality Assurance and Monitoring Mechanism
	15


Minimum qualifying criteria for technical- Minimum 70 marks required out of 100 marks for technical qualification.

Technical Evaluation Response Sheet 
	S. No.
	Evaluation Criteria 
	Criteria Details 
	Require Supporting Documents/details  

	1
	Firm/Agency Experience 
	Year of establishment, total years of experience. 
	Attached Supporting Documents. 

	2
	Team Composition and Technical Expertise 
	Team strength, key personnel, expertise 
	Provide team profile details with expertise.

	3
	Relevant Event Management Experience 
	Similar assignments are completed. 
	Provide details with type of event with size i.e workshop, training, conclave, annual retreat etc. 

	4
	Multi-City Event Management Capability 
	Details of events executed across cities 
	Provide the details i.e. Name of the City, type of event/s, size of events 

	5
	Past Performance and Client Satisfaction 
	Client references and testimonials 
	Provide details of the clients (Name, Address, Phone, email), type of event organises, city, size of events, proof of satisfactory completion.  

	6
	Quality Assurance and Monitoring Mechanism 
	QA process, monitoring tools, reporting 
	Provide mechanism details with tools to use with steps or Quality checklist, indicator matrix, SOPs


NOTE- In addition to the technical proposal, Jhpiego may request bidders to make presentations. The date, time, and place for such (if any) will be communicated to all eligible agencies. Information obtained through presentations/demo may be considered in the overall evaluation process. 

5.3 Method of Selection- The technical proposal will be given a weightage of 60 %. The price bids of only those bidders who qualify technically will be opened. The proposal with the lowest cost may be given a financial score of 100 and the other proposal given financial score that are inversely proportionate to their prices. The financial proposal shall be allocated weight of 40%. For working out the combined score, the employer/client will use the following formula:

Total points = T (w) x T (s) + F (w) x LEC / EC, where

T (w) stands for weight of the technical score.

T (s) stands for technical score

F (w) stands for weight of the financial proposal

EC stands for Evaluated Cost of the financial proposal

LEC stands for Lowest Evaluated Cost of the financial proposal.

The proposals will be ranked in terms of total points scored. The proposal with the highest total points (H-1) will be considered for award of contract and will be called for negotiations, if required.

5.4  Negotiations- Negotiations will be held at the date, time and address intimated to the qualified and selected bidder. The invited bidder will, as a pre-requisite for attendance at the negotiations, confirm availability of all Professional staff. Representatives conducting negotiations on behalf of the bidder must have written authority to negotiate and conclude a Contract.

5.5 Award of Contract- Upon completion of negotiations, Jhpiego shall issue a contract to the selected agency in the form of a Jhpiego-approved Letter of Intent (LOI), Technical Service Contract (TSC), or Purchase Order (PO), as applicable.

5.6 Confidentiality- Information relating to evaluation of Proposals and recommendations concerning awards shall not be disclosed to the bidders who submitted the Proposals or to other persons not officially concerned with the process, until the publication of the award of Contract.

5.7 The information provided in this RFP is intended to give bidders an overview of the project and its requirements. It is indicative and not exhaustive. Jhpiego reserves the right to modify, add, or remove elements of the scope as deemed necessary during the tender process or subsequent stages.
SECTION - 02
Technical Proposal

Interested organizations must submit a complete proposal including the following components. Incomplete submissions may not be considered.

1. Firm/Agency experience (Maximum up to 2 pages)
2. Team Composition and Technical Expertise (Maximum up to 2 pages)
3. Relevant Event Management Experience (Maximum up to 3 pages)

4. Multi-City Event Management Capability (Maximum up to 3 pages)
5. Past Performance and Client Satisfaction (Maximum up to 2 pages)
6. Quality Assurance and Monitoring Mechanism (Maximum up to 2 pages)
SECTION - 03
Financial Proposal - Standard Forms

Financial Proposal- (in the prescribed format. summary of budget detailed budget and budget notes in separate sheet with password protected file). 

FORM FINANCIAL – 01

Financial Proposal Submission Form

[Location, Date]

To:

[Name and address of bidder]

Dear Sirs:

We, the undersigned, offer to provide the consulting Assignment/job for [Insert title of Assignment/job] in accordance with your Request for Proposal dated [Insert Date] and our Technical Proposal. Our attached Financial Proposal is for the sum of [Insert amount(s) in words and figures1]. This amount is inclusive of the Domestic taxes. We hereby confirm that the financial proposal is unconditional and we acknowledge that any condition attached to financial proposal shall result in reject of our financial proposal.

Our Financial Proposal shall be binding upon us subject to the modifications resulting from Contract negotiations, up to expiration of the validity period of the Proposal.

We understand you are not bound to accept any Proposal you receive.

We remain,


Yours sincerely,

Authorized Signature [In full and initials]:

Name and Title of Signatory:

Name of Firm:

Address:

 FORM FINANCIAL–02

Agencies are requested to share rate/costing for the items listed below in Annexure-01 (attached excel file): 
	Sr.
	Particulars
	Specification
	UOM
	Rate/Cost

	A
	Fabrication
	 
	 
	 

	1
	Stage height standard - 1 ft, 1.5 ft, 2 ft or 2.5 ft; 
	Carpeted surface with safe and properly finished steps
	Rate/Sqft
	 

	2
	Stage Skirting/Fascia
	Good-quality, neatly finished skirting around the stage, matching the event setup/branding.
	Rate/Sqft
	 

	3
	Stage Chairs
	Standard wooden/banquet chairs with good-quality upholstery
	Per Unit
	 

	4
	Stage Table
	Glass-top table with sturdy iron/wooden frame
	Per Unit
	 

	5
	2-Seater Sofa
	Good-quality, comfortable sofa suitable for dignitaries/speakers
	Per Unit
	 

	6
	Podium
	Standard professional podium/lectern suitable for presentations and speeches
	Per Unit
	 

	7
	Standing/Round High Table
	Round high table, approximately 30-inch diameter, suitable for networking/refreshment areas
	Per Unit
	 

	8
	Stage Steps
	Safe, stable and carpeted steps with appropriate handrail, where required
	Per Unit
	 

	B
	Audio & Video, Sound & Lights
	 
	 
	 

	a
	Projector 
	 
	 
	 

	1
	Multimedia Projector
	3,500 ANSI Lumens or higher; Full HD resolution; HDMI input
	Per Unit
	 

	2
	Multimedia Projector
	5,000 ANSI Lumens or higher; Full HD/WUXGA resolution; HDMI input
	Per Unit
	 

	3
	Multimedia Projector
	5,500 ANSI Lumens or higher; Full HD/WUXGA resolution; HDMI input
	Per Unit
	 

	4
	Multimedia Projector
	6,000 ANSI Lumens or higher; Full HD/WUXGA resolution; HDMI input
	Per Unit
	 

	5
	Multimedia Projector
	7,000 ANSI Lumens or higher; Full HD/WUXGA resolution; HDMI input
	Per Unit
	 

	6
	High-Brightness Multimedia Projector
	10,000 ANSI Lumens or higher; Full HD/WUXGA resolution; HDMI input
	Per Unit
	 

	7
	Short-Throw Projector
	5,000 ANSI Lumens or higher; Full HD/WUXGA resolution.
	Per Unit
	 

	8
	Short-Throw DLP Projector
	4,500 ANSI Lumens or higher; DLP technology; Full HD/WUXGA resolution; HDMI input
	Per Unit
	 

	9
	Ultra Short-Throw Projector
	4,000 ANSI Lumens or higher; Full HD/WUXGA resolution; suitable for close-range projection
	Per Unit
	 

	10
	Laser Projector
	5,000 ANSI Lumens or higher; Full HD/WUXGA resolution; laser light source; suitable for long-duration events
	Per Unit
	 

	b
	Projection & Screen
	 
	 
	 

	1
	Front Projection Screen with Tripod
	6 ft × 4 ft
	Per Unit
	 

	2
	Front Projection Screen with Tripod
	7 ft × 5 ft
	Per Unit
	 

	3
	Front Projection Screen with Tripod
	8 ft × 6 ft
	Per Unit
	 

	4
	Rear Projection Screen with Black Masking
	6 ft × 4 ft
	Per Unit
	 

	5
	Rear Projection Screen with Black Masking
	7 ft × 5 ft
	Per Unit
	 

	6
	Rear Projection Screen with Black Masking
	8 ft × 6 ft
	Per Unit
	 

	7
	Rear Projection Screen with Black Masking
	10 ft × 8 ft
	Per Unit
	 

	8
	LED Video Wall with Processor
	P2, suitable for indoor events
	Per sqft
	 

	9
	LED Video Wall with Processor
	P3, suitable for indoor events
	Per sqft
	 

	10
	LED TV with Tripod Stand
	42-inch, Full HD/4K
	Per Unit
	 

	11
	LED TV with Tripod Stand
	50-inch, Full HD/4K
	Per Unit
	 

	12
	LED TV with Tripod Stand
	55-inch, Full HD/4K
	Per Unit
	 

	13
	LED TV with Tripod Stand
	72-inch, Full HD/4K
	 
	 

	14
	HDMI Splitter
	4-channel and 8-channel, supporting required resolution
	Per Unit
	 

	15
	Pointer
	Wireless laser pointer with USB receiver, and minimum 10–15 m range.
	Per Unit
	 

	16
	Presentation Laptop
	High-performance laptop with HDMI/USB-C connectivity.
	Per Unit
	 

	17
	Live Streaming Setup
	Complete professional setup for live streaming on YouTube, Zoom, Microsoft Teams or other platforms, including camera, audio interface, encoder and technical support. 
	Per Unit
	 

	18
	Video Switcher / Presentation Switcher
	Professional switcher for multiple laptops, cameras and video sources
	Per Unit
	 

	19
	HDMI/Video Cables & Adapters
	All required HDMI, USB-C, DisplayPort and other cables/adapters for seamless connectivity
	Per Unit
	 

	c
	PA System & Lights 
	 
	 
	 

	1
	PA Sound System
	Professional-quality line-array/column speaker system suitable for the hall and expected audience size
	Per Unit
	 

	2
	JBL VRX-932 / Equivalent Speaker
	12" professional speaker with compatible amplifier, mounted on tripod/stand
	Per Unit
	 

	3
	JBL SRX-715 / Equivalent Speaker
	15" professional speaker with compatible amplifier, mounted on tripod/stand
	Per Unit
	 

	4
	Peavey PVX-15 / Equivalent Speaker
	15" professional speaker with compatible amplifier, mounted on tripod/stand
	Per Unit
	 

	5
	Beta-3 / Equivalent 15" Speaker
	15" professional speaker with compatible amplifier, mounted on tripod/stand
	Per Unit
	 

	6
	Subwoofers
	Professional-quality subwoofers suitable for the hall and audience size
	Per Unit
	 

	7
	Digital Audio Mixer / Console
	Minimum 32-channel professional digital mixer with required inputs/outputs and processing
	Per Unit
	 

	8
	Audio/Video Switcher
	Professional switcher for multiple presentation, laptop and video sources
	Per Unit
	 

	9
	Wireless Handheld Microphones
	UHF/Digital, professional quality; quantity as required
	Per Unit
	 

	10
	Wireless Lapel/Collar Microphones
	UHF/Digital, professional quality; quantity as required
	Per Unit
	 

	11
	Gooseneck/Podium Microphone
	Professional-quality podium microphone
	Per Unit
	 

	12
	Monitor Speakers
	Professional stage/monitor speakers for presenters and speakers
	Per Unit
	 

	13
	DI Box
	Professional Direct Injection (DI) box for connecting audio sources/instruments
	Per Unit
	 

	14
	Audio Snake Cable
	Professional multi-core audio snake with adequate channels and length
	Per Unit
	 

	15
	Small PA System
	Compact PA system for registration, breakout areas or announcements, as required
	Per Unit
	 

	16
	Sound Operator
	Experienced and qualified sound engineer/operator throughout the event
	Per Unit
	 

	17
	Stage Lighting
	LED PAR/profile lights and basic stage lighting suitable for speakers and dignitaries. 
	Per Unit
	 

	18
	Follow Spot Light
	Professional follow-spot lighting for dignitaries and speakers. 
	Per Unit
	 

	19
	Clear/Area Lighting
	Adequate lighting for stage, audience, registration and event areas
	Per Setup
	 

	20
	Audio Cables & Accessories
	All required microphones, connectors, cables, stands, power distribution and accessories
	Per Setup
	 

	21
	Power Backup / Stabilization
	Required power backup, UPS/stabilizer and safe power distribution for AV equipment
	Per Setup
	 

	22
	Technical Support Team
	Experienced AV technicians available throughout setup, rehearsal and workshop sessions
	Per Setup
	 

	D
	Manpower
	 
	 
	 

	1
	Female Anchor / Emcee
	Hindi & English; experienced in hosting Govt./NGO/corporate events.
	Per person
	 

	2
	Male Anchor / Emcee
	Hindi & English; experienced in hosting Govt./NGO/corporate events.
	Per person
	 

	3
	Event Manager
	Experienced event professional and on-site execution
	Per person
	 

	4
	Travel Management Coordinator
	Experienced event professional and on-site execution
	Per person
	 

	5
	Female Promoter / Event Coordinator
	Experienced event professional and on-site execution
	Per person
	 

	6
	Male Promoter / Event Coordinator
	Experienced event professional and on-site execution
	Per person
	 

	7
	Professional Photographer
	Experienced in professional event photography; high-resolution camera and equipment
	Per person
	 

	8
	Professional Videographer
	Experienced in professional event photography; high-resolution camera and equipment
	Per person
	 

	9
	Registration / Helpdesk Coordinator
	Responsible for participant registration, attendance, badges/kits, information desk and on-site participant support
	Per person
	 

	10
	Stage / Backstage Coordinator
	Responsible for speaker coordination, stage movement, session flow, speaker presentations, microphones and coordination with the anchor and AV team
	Per person
	 

	11
	Event Support Staff / Runner
	On-site support for materials, documentation, refreshments, room coordination and other event-related requirements
	Per person
	 

	E
	Branding
	 
	 
	 

	1
	Backdrop Framing with Printing
	Sturdy MS/wooden frame with high-quality fabric/flex/vinyl printing.
	Per sqft
	 

	2
	Flex Printing – Standard Quality
	High-resolution digital printing on standard flex/star media or equivalent.
	Per sqft
	 

	3
	Flex Printing – Premium Quality
	High-resolution, premium-quality printing on star media/black-back flex or equivalent.
	Per sqft
	 

	4
	Vinyl Printing on Sunboard
	High-quality vinyl printing mounted on 5 mm Sunboard, including cutting, finishing and installation.
	Per sqft
	 

	5
	Roll-up Standee
	Premium roll-up standee with printed flex/vinyl; standard size 6 ft × 3 ft, including stand and carry bag
	Per Unit
	 

	6
	Black Masking
	Black masking using good-quality fabric/black-back material on wooden/MS framework; neatly finished and installed
	Per sqft
	 

	7
	Flex Printing on MS/Iron Frame
	High-quality black-back flex printing mounted on sturdy MS/iron frame, including fabrication, installation and dismantling
	Per sqft
	 

	8
	Eco-Solvent Vinyl Printing
	High-resolution eco-solvent vinyl printing, including artwork editing, lamination where required, cutting and installation
	Per sqft
	 

	9
	i-Let / Illuminated Signage
	Backlit/illuminated signage with high-quality printed graphics, suitable for reception, registration and directional branding
	Per sqft
	 

	10
	Foam Board Printing
	High-quality digital printing on 5 mm foam board, including mounting and finishing
	Per sqft
	 

	11
	Foam Board Printing
	High-quality digital printing on 10 mm foam board, including mounting and finishing
	Per sqft
	 

	12
	Branding Fabric/Backdrop
	High-quality wrinkle-resistant fabric printing with dye-sublimation or equivalent process, suitable for stage backdrops and display walls
	Per sqft
	 

	13
	Branding Flex
	High-quality 300–340 GSM PVC Flex, full-colour CMYK digital printing, UV/weather-resistant, with proper finishing, eyelets, mounting/installation and removal.
	Per sqft
	 

	14
	Branding Vinyl
	High-quality self-adhesive vinyl with full-colour digital printing, UV/weather-resistant, smooth finish, suitable for walls, glass, panels and other surfaces, including installation and removal.
	Per sqft
	 

	15
	Directional Signage
	Printed directional signs for registration, meeting halls, dining area, washrooms, breakout rooms, etc.
	Per sqft
	 

	16
	Standee – Premium
	High-quality standalone branding standee with rigid/vinyl/fabric print and stable base
	Per sqft
	 

	17
	Cut-out / 3D Branding
	Customized 3D letters, logos or cut-outs using suitable material such as foam board, acrylic, Sunboard or MDF
	Per sqft
	 

	18
	Acrylic / UV Printing
	High-quality UV printing on acrylic/Sunboard or equivalent rigid material for premium signage and displays
	Per sqft
	 

	19
	Vehicle Branding
	Temporary vinyl/flex branding for event vehicles, where required, including installation and removal
	Per sqft
	 

	20
	Branding Installation & Dismantling
	Complete installation, positioning, fixing, maintenance and dismantling of all branding materials before and after the event
	Per sqft
	 

	F
	Participant Kit/Stationery
	 
	 
	 

	1
	Branded Backpack
	Good-quality, durable backpack with event/organization branding
	Per Unit
	 

	2
	Leather/Leatherette Document Folder
	A4 size with compartments/pockets
	Per Unit
	 

	3
	Jute Document Folder
	Eco-friendly A4 folder with branding
	Per Unit
	 

	4
	Jute/Cotton Bag
	Reusable bag with event branding
	Per Unit
	 

	5
	Button Folder
	Standard-quality plastic, A4 size
	Per Unit
	 

	6
	L-Folder
	Standard-quality plastic, A4 size
	Per Unit
	 

	7
	PVC ID Card
	Printed participant details with event branding
	Per Unit
	 

	8
	Badge Holder 
	Transparent holder 
	Per Unit
	 

	9
	Lanyard
	standard or branded lanyard
	Per Unit
	 

	10
	Lapel Pin / Theme Badge
	Customized metal/wooden/acrylic/plastic badge
	Per Unit
	 

	11
	Notebook / Writing Pad
	A5, good-quality paper, branded
	Per Unit
	 

	12
	Notebook / Writing Pad
	A4, good-quality paper, branded
	Per Unit
	 

	13
	Ball Pen
	Good-quality blue/black ink, branded/non-branded
	Per Unit
	 

	14
	Pencil & Accessories
	Pencil, eraser and sharpener
	Per Unit
	 

	15
	Highlighter
	Good-quality fluorescent highlighter
	Per Unit
	 

	16
	Markers
	Permanent and whiteboard markers
	Per Unit
	 

	17
	Sticky Notes / Page Markers
	Assorted sizes (3X3 & 1X3)/colours
	Per Unit
	 

	18
	Flip Chart
	Good Quality
	Per Unit
	 

	19
	Writing Clipboard
	A4-size plastic/wooden clipboard
	Per Unit
	 

	20
	Participant Handbook / Training Manual
	Professionally printed as per approved content (A4-size paper, full-color, 100 GSM, with double-sided printing, 50 pages)
	Per Unit
	 

	21
	Workshop Agenda / Programme
	Printed programme with sessions, timings and speakers
	Per Unit
	 

	22
	Session Handouts / Worksheets
	Printed training materials, activities and reference documents
	Per Unit
	 

	23
	Feedback / Evaluation Form
	Printed or QR-code-based feedback format
	Per Unit
	 

	24
	Certificate of Participation
	Good-quality printed certificate
	Per Unit
	 

	25
	Key Chain
	Customized metal/steel/wooden key chain
	Per Unit
	 

	26
	Luggage Tag
	PU/leatherette/plastic, customized
	Per Unit
	 

	27
	USB Flash Drive
	16/32 GB, preloaded with approved materials, if required
	Per Unit
	 

	28
	Speaker/Facilitator Kit
	Dedicated folder with agenda, session materials and stationery
	Per Unit
	 

	29
	Dignatories Name Plate 
	Premium-quality acrylic/foam board name plate with high-resolution printing
	Per Unit
	 

	G
	Airport/Railway station pickup-transfer
	 
	 
	 

	1
	Sedan Car
	Airport/Railway Station Transfer – One-way pickup/drop per trip
	Per Unit
	 

	2
	Sedan Car
	4 Hours / 40 KM package
	Per Unit
	 

	3
	Sedan Car
	8 Hours / 80 KM package
	Per Unit
	 

	4
	Sedan Car
	Full-day duty package
	Per Unit
	 

	5
	MUV – Maruti Ertiga or Equivalent
	Airport/Railway Station Transfer – One-way pickup/drop per trip
	Per Unit
	 

	6
	MUV – Maruti Ertiga or Equivalent
	4 Hours / 40 KM package
	Per Unit
	 

	7
	MUV – Maruti Ertiga or Equivalent
	8 Hours / 80 KM package
	Per Unit
	 

	8
	MUV – Maruti Ertiga or Equivalent
	Full-day duty package
	Per Unit
	 

	9
	Toyota Innova Crysta or Equivalent
	Airport/Railway Station Transfer – One-way pickup/drop per trip
	Per Unit
	 

	10
	Toyota Innova Crysta or Equivalent
	4 Hours / 40 KM package
	Per Unit
	 

	11
	Toyota Innova Crysta or Equivalent
	8 Hours / 80 KM package
	Per Unit
	 

	12
	Toyota Innova Crysta or Equivalent
	Full-day duty package
	Per Unit
	 

	13
	Extra Kilometre Charges
	Per KM beyond the applicable package limit
	Per Unit
	 

	14
	Extra Hour Charges
	Per hour beyond the applicable package duration
	Per Unit
	 

	15
	Night Charges
	Additional charges for duty during specified night hours, if applicable
	Per Unit
	 

	16
	Placard / Name Board
	Good-quality printed placard
	Per Unit
	 

	H
	Power backup & Others
	 
	 
	 

	1
	Genset / DG Set – 15 KVA
	Silent, pollution-compliant DG set.
	Per Unit
	 

	2
	Genset / DG Set – 25 KVA
	Silent, pollution-compliant DG set.
	Per Unit
	 

	3
	Genset / DG Set – 40 KVA
	Silent, pollution-compliant DG set.
	Per Unit
	 

	4
	Genset / DG Set – 62.5 KVA
	Silent, pollution-compliant DG set.
	Per Unit
	 

	5
	Selfie Booth – Standard
	Professionally designed selfie booth with backdrop, lighting, props.
	Per sqft
	 

	6
	Selfie Booth – Premium / 360°
	Professionally designed selfie booth with backdrop, lighting, props.
	Per sqft
	 

	7
	Selfie Booth – Custom Branding
	Professionally designed selfie booth with backdrop, lighting, props.
	Per sqft
	 

	8
	Live Photo Printing Setup with tent card
	Professional camera, lighting, computer/laptop, photo printer, photo paper, editing software.
	Per Setup
	 

	9
	Instant Photo Printing – 4×6 inch
	High-quality instant photo printing.
	Per Unit
	 

	10
	Instant Photo Printing – 5×7 inch
	High-quality instant photo printing.
	Per Unit
	 

	11
	Wi-Fi Setup for 50–100 Participants: 
	High-speed internet connection with Wi-Fi router/access points, adequate bandwidth for 50–100 users, including setup, configuration, technical support and dismantling.
	Per setup
	 

	12
	Stall Setup for exhibition 
	Standard Size with premium quality
	Per Unit
	 

	13
	Canopy 
	Standard Size with premium quality
	Per Unit
	 

	
	Any other Charges
	
	
	

	
	
	
	
	

	I
	Additional Information / Comments / Terms & Conditions (By Bidder):
	 
	 
	 

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 


Note: 

Any items or services not listed in the above list but required for the event shall be provided only with prior approval from an authorized Jhpiego representative. Charges shall be based on mutually agreed prevailing market rates or applicable MRP, as approved by Jhpiego. No additional costs shall be payable without prior written approval from Jhpiego.
Authorized Signature

Name: ………………

Designation ………………

Name of firm: …………..

Address: …………………

Section - 04
Scope of Work

1. Background 

The organization plans to conduct workshops, meetings, consultations, trainings, and partner engagement events in multiple location (As per as per below list) including Delhi, Hyderabad, Mumbai, and other cities across India under various health and development projects. 

To support smooth planning and execution of these events, the organization intends to engage a professional event management agency with relevant experience in handling government, development sector, and public health events. 

Preference may be given to agencies having prior experience of working with National AIDS Control Organisation (NACO), State AIDS Control Societies (SACS), government departments, or similar development partners. 

2. Objective 

The objective of this engagement is to appoint an event management agency for end-to-end coordination and management of workshops, meetings, trainings, consultations, conferences, and related events. 

3. Scope of Services 

The selected agency will support planning, coordination, logistics, branding, and event execution. 

The scope may include the following activities: 

A. Pre-Event Planning and Coordination 

1. Coordinate with the organization team for event planning. 

2. Prepare event timelines and activity checklists. 

3. Support identification and booking of suitable venues. 

4. Coordinate with hotels for conference halls and event arrangements. 

5. Share comparative quotations from vendors, hotels, and service providers. 

6. Coordinate with speakers, participants, and vendors. 

7. Support preparation of event agenda and session flow. 

8. Arrange permissions and approvals, if required. 

B. Venue and Logistics Management 

1. Arrange conference hall setup. 

2. Ensure seating arrangements as per event requirement. 

3. Arrange audio-visual systems including: 

Projector, LED screen, Sound system, Microphones, Laptop etc
4. Arrange registration desk and participant management. 

5. Ensure signage, standees, banners, and branding materials are displayed properly. 

6. Coordinate tea, snacks, lunch, and refreshments. 
7. Arrange photography and videography, if required. 
8.  Ensure backup support for technical systems. 

C. Branding and Printing Support 

1. Design and print: Backdrop, Standees, Name badges, Certificate, Workshop Kit,  Banners
2. Ensure branding guidelines shared by the organization are followed. 

D. Travel and Accommodation Coordination 

1. Coordinate hotel bookings for participants and speakers. 

2. Coordinate airport/station pickup and drop. 

3. Coordinate local transportation and cab support. 

4. Support travel coordination as requested. 

Note: 

· Hotel accommodation, air tickets, and travel costs will be on actuals. 

· Agency service charges should be quoted separately. 

E. On-Site Event Management 

1. Deploy event coordinator(s) and supporting staff during the workshop. 

2. Manage participant registration and attendance. 

3. Ensure smooth session flow and time management. 

4. Coordinate with venue staff and vendors. 

5. Handle last-minute operational requirements. 

6. Support distribution of training materials and certificates. 

F. Post-Event Support 

1. Share attendance sheets. 

2. Submit photographs and videos. 

3. Share final bills and supporting documents. 

4. Submit event completion report. 

5. Support preparation of event summary, if required. 

4. Deliverables 

The selected agency will provide: 

· End-to-end event management support 

· Timely coordination with all stakeholders 

· Branding and event materials 

· Event logistics and operational management 

· Final documentation and bills 

5. Duration of Engagement 

The agency may be empanelled for a period of one year, extendable based on performance and project requirements. 

06. Confidentiality 
The selected agency will maintain confidentiality of all project-related information, participant data, and documents shared during the assignment. 

07. Contact Details 

Interested agencies may submit their profile, rate card, and supporting documents to: 

[Organization Name] 

[Contact Person] 
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General Information:

Business Name: Trade Name (As per Invoice) :

Postal Address,
City & Code:

Physical Address:

| Landline No: Mobile No: Fax No:

Contact information:

Company Email / Website

Contact Person: Alternative Contact

Person:

Contact Person phone: Alternative Contact

(if different from business) Person Phone No:

Contact Person e-mail Alternative Contact

(if different from business) Person e-mail:

Business Profile:

Business registration No: PIN No. VAT No.
GST Number : PAN :

Town where main office is based: Branches if any:

Years in Business:

Publicly or privately owned company: Names of Main directors if privately owned:

Primary services / products offered:
Beneficiary Name as per Bank :

Name of Bank: Bank branch:

Bank Account No. Bank Account No. Currency Bank Branch code No:

IFSC :
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ADDENDUM TO VENDOR INFORMATION FORM
“In accordance with the Data Protection and Privacy (DPDP) Act 2023, we, at Jhpiego Corporation, are committed to protecting your privacy and ensuring that your personal information is collected and used properly, lawfully, and transparently. 

We are collecting your personal information such as Name, Bank details, Contact details, PAN, GST number, Email address, etc., through this form. This information may be collected directly or through a third party. 

The collected data will be used for the following purposes: 

1. Entering information in accounting/banking/tracking systems.

2. Filing return/information with Income Tax department, Department of Labour, Department of Commercial Taxes, Pension Fund Regulatory and Development Authority (PFRDA), Reserve Bank of India, Standard Chartered Bank, GST department, Registrar of Companies or for any other purpose required/permitted by any law, regulation, guideline and/or Competent Authority.

3. Sharing with agencies like Insurance company/broker/TPA, Auditor, lawyers, Donor, tax consultants, payroll outsourced, Pension Fund Managers (PFMs), Forex agents.

4. The above conditions are indicative not exhaustive.
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[image: image4] By checking this box and signing below, you consent to us for collecting, storing, using, and disclosing your personal information in the manner set out above. 


Name _________________ 
Sign _________________ 

	
	ADDENDUM TO VENDOR INFORMATION FORM



This addendum supplements the Jhpiego Vendor Information Form 
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Vendors Commitment to Refund VAT Funds to Jhpiego 
 
I/We, hereby certify that: 
(Name of Vendor) 
I/We understand that Jhpiego will pay my/our invoice(s) inclusive of VAT and apply for a waiver of the VAT by submitting a DA1 form to the Commissioner of Value Added Tax. On receipt of the duly approved DA1 form, I/We undertake to refund the relevant VAT amount to Jhpiego and/or allow Jhpiego to offset the VAT amount against any pending invoices and/or payments due to us. 
 
Name: Sign:  
 
Title: Date: 
For





 





finance





 





and





 





administrative





 





use





 





only





 





Has a sentinel check for the vendor been done: Yes





 





No





 





If No give reason  





Vendor addition 





requested by:  





Sign: 





Date: 





Vendor addition 





approved by: 





Sign: 





Date: 





Vendor Information Form 





Vendors Conflict of Interest Statement 





I/We, ....................................................................................................................................... hereby certify that: 





Name of Vendor) 





(





a)





I/We will not offer, promise or provide to any Jhpiego employee or family member a bribe, favor, cash,





gratuity, entertainment or anything of value to obtain favorable treatment, business or contract from





Jhpiego. I/We also understand that Jhpiego employees are similarly prohibited from soliciting such favors





from vendors.





Any gifts provided by vendors will be addressed to Jhpiego and benefit shared among all staff members





or at the discretion of the Country Director or his designee.





b)





I/We will not enter into a financial or any other relationship with a Jhpiego employee that creates any





actual or potential conflict of interest for Jhpiego. I understand that a conflict of interest arises when the





material personal interests of the Jhpiego employee are inconsistent with the responsibili¬ties of his/her





position with Jhpiego. All such conflicts must be disclosed and corrected.





I/We will declare the name of any relative or friend holding a management position such as director,





c)





officer or employee working with Jhpiego.





Name: 





Title: 





Sign: 





Date: 





Kindly attach copies of the Registration documents, Pin certificate, VAT certificate, Business card if any. 
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