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Terms of Reference
PROPOSAL CALL FOR ASEAN COCOA CLUB CONFERENCE
Project: Circular Economy Cocoa - From Bean To Bar
1. BACKGROUND
HELVETAS is an independent development organization based in Switzerland with affiliated organizations in Germany and the United States. HELVETAS has been active in Vietnam since 1994, working in various areas typically Agriculture, Biodiversity Conservation, Forestry, Eco-Tourism, and Rural Economy. 
Under the SWITCH-Asia program of the European Union, HELVETAS is undertaking the Project “Circular Economy Cocoa: From Bean to Bar” with the main objective to develop circular economy solutions in cocoa and other agri-food sectors, leading to equitable economic growth decoupled from harmful environmental impacts. The Project has been implemented since 2022 in 6-7 cacao provinces in the Central Highlands and the Mekong Delta of Vietnam. 
Helvetas Vietnam is seeking a qualified service provider to organize the annual ASEAN Cocoa Club Conference from October 6th to 12th, 2024, in Vung Tau City, Vietnam.
2. OBJECTIVES
The main objective is seeking a qualified service provider to organize the annual ASEAN Cocoa Club Conference in Vung Tau City, Vietnam
3. SCOPE OF WORKS
The service provider will be responsible for the following:
· Hotel Accommodation: 
· Location: Ideally, the hotel should be located in the city center of Vung Tau that can accommodate 70 participants, including plenary sessions, breakout sessions, and social events.
· Room Categories: The hotel should offer a range of room categories to accommodate various budgets and preferences.
· Conference Venue: 
· The conference venue should be located within the same hotel or a nearby venue with easy access.
· The venue should be able to accommodate 60 people in plenary sessions, breakout sessions (two separate rooms for technical meeting), and other events.
· The venue should be equipped with modern audio-visual equipment, Wi-Fi, and comfortable seating.
· Catering and Refreshments:
· Provide catering services for all meals, coffee breaks, and social events, adhering to dietary restrictions and preferences.
· Ensure high-quality food and beverage options that reflect the local culture and international standards.
4. LOCATION
The conference will be organized in Vung Tau City.
5. FINANCIAL PROPOSALS
Interested consultants should submit the proposal should include a comprehensive budget breakdown, including all costs associated with the conference. All costs should comply with EU Cost Norms.
6. SUBMISSION
Interested service providers should submit their proposal by 26 September 2024. The proposal should include a comprehensive budget breakdown, including all costs associated with the conference and can be submitted electronically to hong.phan@helvetas.org and helvetas.vietnam@helvetas.org before 5 pm September 26th, 2024 or a hard copy can be sent by post to: Helvetas Office/ 298F Kim Ma Street, Ba Dinh District, Ha Noi, Vietnam
Contact Information
For further information or inquiries, please contact: Phan Thanh Hong, Project Officer at hong.phan@helvetas.org or mobile number (+84) 946 241 173.
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