


ANNEX 1: SCHEDULE OF REQUIREMENTS 

	Description
	Vendor to Specify
(Yes/No)

	Conference Hall Hiring (Full Day 20 – 25 September 2025)
Coffee and Tea throughout 
	

	20th September 2025
AM Tea with snacks (including vegetarian options) - Opening Ceremony (70 Pax)
	

	20th September 2025
PM Tea with snacks (50 Pax)
	

	21st – 22nd September 2025
AM/PM Tea with Snacks (including vegetarian options) (50 Pax)
	

	20th – 22nd 
Conference Lunch (including vegetarian options) (50 Pax)
	

	24th – 25th September 2025
AM Tea with snacks (including vegetarian options) (35 Pax)
	

	24th – 25th September 2025
Conference Lunch (including vegetarian options) (35 Pax)
	

	23rd September 2025
AM Tea with Snacks (including vegetarian options) (70 Pax)
	

	23rd September 2025
Conference Lunch (including vegetarian options) (70 Pax)
	

	23rd – 25th September 2025
PM Tea with Snacks (including vegetarian options) (35 Pax)
	

	Conference Hall Package Should Include 
The conference hall should have a capacity of 70 individuals seated
in round table meeting style 
	

	6 microphones
	

	Flipchart board
	

	Sound and Projector
	

	Podium
	

	Video conferencing arrangements (zoom / teams participation)	
	

	High-speed Wi-Fi internet access for all participants in all
conference areas for the duration of the Workshop
	

	Water and glasses on the tables
	

	Small breakout room (20 – 25 September 2025)
Capacity to accommodate 35 pax in classroom style seating 
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Note: Number of pax is subject to change. Please provide rates individually for all the services quoted
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