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TERMS OF REFERENCE (ToR)
Logistical Organization of the "Women Together in Fisheries"
Event Dates: 27 – 29 April 2026
1. BACKGROUND
WWF Mediterranean and WWF North Africa are currently implementing the Transforming Small-Scale Fisheries project, while WWF EUNA and WWF North Africa are implementing the “People Powering Biodiversity” (PPB) project. As part of these initiatives, WWF is organizing the “Women Together in Fisheries” event, which will take place in Tunisia (27-29 April 2026).
For this purpose, WWF is seeking a service provider to support the full logistical organization of the event, including accommodation, travel arrangements, local transportation, catering, and interpretation services for approximately 55–57 participants. The number of participants may vary slightly; any updates will be communicated promptly.
Upon signature of the contract, the selected provider will receive a detailed Excel file containing the participants list, organized in three separate tabs:
· Tab 1 – International Participants: Participants requiring full logistical services, including international travel arrangements, local transportation (airport transfers – arrival and departure), hotel reservations, and catering (including lunches and dinners).
· Tab 2 – Tunisian Participants: Participants requiring hotel reservations and catering, including lunches and dinners.
· Tab 3 – WWF Staff: Participants requiring local transportation (airport transfers) and hotel reservations, including lunches and dinners.
The budget allocated to the agency will cover all services listed under Tabs 1 and 2. For Tab 3, the agency will only be responsible for booking hotel accommodation (including lunches and dinners) and arranging local airport transfers.
2. OBJECTIVES & DATES
The event will run from 27th to 29th April 2026.
· Arrival of participants: 26 April 2026
· Departure of participants: 29 April 2026 (or 30 April for participants whose flights are only available on that date)
3. SCOPE OF WORK AND REQUIREMENTS
The service provider is expected to deliver the following services:
A. Accommodation and Venue
· Location: The hotel must be located in Gammarth, Tunis.
· Participants: 55-57 Pax.
· Dates: Check-in 26 April 2026 / Check-out 30 April 2026 (4 Nights).
· Room Type: Single occupancy rooms.
· Board Basis: Full Board.
· Meeting Room:
· One plenary meeting room available for 27, 28, and 29 April.
· Capacity: Must comfortably fit 55-57.
· Technical Requirement: The room must be large enough to accommodate simultaneous translation booths and technical equipment.
B. Catering (F&B)
· Lunches & Dinners: Buffet or set menu (including soft drinks/water) covering the entire duration of the stay (from check-in 26 April to check-out on 30 April), included via the Full Board accommodation package.
· Coffee Breaks:
· 27 April: 2 Breaks (Morning and Afternoon), Lunch and Dinner.
· 28 April: Lunch, 1 Break and Dinner (Afternoon).
· 29 April: 1 Break (Morning).
C. Travel & International Flights
Booking and issuance of economy class round-trip flight tickets to Tunisia (Arrival 26 April / Return 30 April) for the following participants:
· Croatia: At least 5 participants.
· France: At least 2 participants.
· Italy: At least 3 participants.
· Greece: At least 9 participants.
· Morocco: At least 2 participants.
· Spain: At least 3 participants.
· Turkey: At least 2 participants.
D. Local Transportation
· Airport Transfers: Round-trip transfers for all international participants (Airport -> Hotel -> Airport) upon arrival and departure.
· Field Trip (28 April, from 8:30 to 14:30):
· Provision of a comfortable bus for 55-57 participants.
· Route: Hotel (Gammarth) to Ghar el Melh and return.
· Availability: half day (or as per agenda schedule).
E. Interpretation Services
· Languages required: The main language of the event is English. Simultaneous translation is needed from English to: Arabic, Spanish, Turkish, Italian, Croatian, and Greek
F. Photography and Videography
Services for professional photography and videography are required for the full duration of the event (27-29 April).
· Please Note: A specific technical description and deliverables list for the media services are detailed in the Separate Attached ToR (Annex A). Please refer to that document for the quote regarding media coverage.


4. EVALUATION CRITERIA
Proposals will be evaluated based on the following methodology:
Recommended Weighting Grid — Workshop Service Provider Selection

	Criteria
	Sub-criteria
	Weighting

	1. Financial Offer
	Global price, value for money, transparency of the quote
	25%

	2. Technical Quality
	Understanding of the ToR and structured offer
	25%

	3. Logistics & Infrastructure
	Equipped room (video, sound, AC), accessibility, capacity, parking
	20%

	4. Experience & References
	Similar workshops realized, verifiable references, knowledge of the NGO sector
	15%

	5. Included Services
	Catering (coffee breaks, lunch), materials (flipchart, pens, pads)
	15%

	TOTAL
	
	100%



5. FINANCIAL OFFER REQUIREMENTS
The financial offer should be detailed by budget lines:
1. Accommodation (Per night/Per person), Specify inclusion of full board
2. Meeting Package (Room rental + Equipment).
3. Coffee Breaks (Unit prices).
4. Flight estimates (Broken down by country of origin).
5. Local Transportation (Transfers + Bus to Ghar el Melh).
6. Interpretation Services (Interpreters fees + Booths/Audio + Portable system).
7. Media Services (As per Annex A).

6. DEADLINE TO FINALIZE ALL TASKS	
21-03-2026
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