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SCOPE OF WORK FOR LOGISTICAL COMPANY

Dates: January 8-11, 2017

Duration: 2 days (venue set up 8 Jan; workshop on 9 & 10 Jan)
Venue: Local hotel in the center of the city with the conference room to fit 70 people

Total number of participating representatives:

TOTAL 64

Items

| Days/unit |

Pax/unit

|

Comments

PAXKIT

Notepads

1

70

Please purchase 70 A5 notepads.

Pens

1

70

Please purchase 70 pens.

Nametags

1

We will print and provide table tents. Please arrange
nametags. Each side should consist of participant’s
name and place of work. The list of participants will be
provided.

Badges

64

We will print and provide name tags. Please arrange 64
badges.

CD or memory drives

64

We will copy and distribute 64 CDs or memory drive
with training materials. The ready-to-burn materials will
be provided by representative.

EQUIPMENT AND SUPPLIES

Flipchart stand and paper

3

Please arrange 3 flipchart stands and 3 sets of paper for
all 2 days of the workshop.

Markers

10

Please arrange 10 markers for all 2 days of the
workshop.

LCD projector

2

Please arrange 2 LCD projectors at the conference hall
during two days of the workshop. One projector will
show presentations in English and the other one in
Russian.

Laptop

We will bring 2 laptops at the conference hall during
two workshop days. One laptop will show presentations
in English and other one in Russian.

Wall screen

Please arrange 2 wall screens at the conference hall
during two workshop days. One screen will show
presentations in English and other one in Russian. Size
must be larger than 2 meters X 1.60 meters.

Extension cord

Please arrange appropriate number of extension cords
(at least two) to connect all equipment in the conference
hall during two workshop days — in particular for
connecting laptops to beamers — see PPT slide of
proposed room set up.

Adaptors

Please arrange adaptors to be available during two
workshop days to connect US plug into European outlet
or vice versa.

Pointers

Please arrange two pointers with the ability to turn over
the slides on the screen during two days of the
workshop.

Equipment for simultaneous
translation

Please arrange wireless equipment for simultaneous
translation for at least 70 participants.




Microphones and acoustic
systems

Microphones on the table for participants — at least one
microphone for two participants (can be part of
simultaneous translation equipment). Two wireless
microphones for speakers. Acoustic system.

Printer (with 1 ream of paper
and 1 toner cartridge)

Please arrange one printer-to print out materials for
participants during two workshop days. (Include 1
ream of paper and 1 toner cartridge)

Internet video teleconference

Please arrange video teleconference on the 2™ day of
the workshop, technical rehearsal is necessary, VTC,
Skype.

Lodging

Lodging for advance team

3

Please reserve (3) single rooms (and pay for 2 team;
one will pay for his room) at the hotel where the
training will take place. Early Check-in is on January 5;
check-out is on January 11, 2017.

Lodging for main group

14

Please reserve and pay for (12) single rooms at the hotel
where the training will take place. Early Check-in is on
January 8; check-out is on January 11, 2017.

Hotel to provide
transportation from airport to
hotel, and return for guest
speakers

varies

10o0r11

Visitors will provide flight arrival and departure info
once flights are booked.

CONFERENCE ROOM

Conference room

1

Please ensure that the venue has conference room that
will spacious enough to fit 70 participants in classroom
setting. For the opening and closing part (1* day of the
workshop from 08:00 through 18:00; 2™ day of the
workshop from 08:00 through 16:00), there should be
lecturn. The lecturn should be equipped with
microphones connected to the simultaneous translation
equipment for each presidium participant. (What they
want is something the speaker stands behind, lays their
papers on, has a microphone - not a stage or platform
to stand on).

Lunch

Please arrange lunch on 9 and 10 January.

Coffee breaks

Please arrange coffee breaks on 9 and 10 January, two
times each day.

Dinner

14

Dinner for faculty (3 people) and speakers (9 people)
for the 8-10 Jan.




