Please send us offer for the below hypothetical case. Price should be given for each category below.
Dear Mr./Ms. XYZ
Please note that the World Bank want to organize a 3-day “EDC Confernece” seminar in Skopje, please see details below. 

	Title of Seminar 
	EDU COP

	Date
	October 17-19, 2018

	Preferred venue
	Marriot Hotel (please advise if not available)

	No. of participants
	50

	No. of speakers
	2 (Ms.A and Mr.B)

	
	


We would like you to provide the following services and organization:

1. Conference room: reserve a conference room for the seminar. 

2. Accommodation: 15 participants for 4 nights each (preferably in Marriot)

3. Equipment: Reserve equipment for simultaneous translation (2 languages, no translation cabin), cordless microphones for the speakers and an over-head projector. Please also provide 3 flipcharts and 9 markers. 
4. Preparation of name badges and certificates: We will provide you with the list of names. 

5. Preparation of material: We will send you the file of about 55 pages. Please make copies, put them in folders, along with A4 notebooks and a pens, and place on the tables in front of each participant’s chair, prior to seminar start-up. 

6. Registration of participants: You have someone stand at the entrance of the room and ask participants to register as they arrive, and ask them to take their name-badge. 

7. Refreshments: Please organize that there is mineral water for each of the participants in the morning sessions, and a fresh one for the afternoon session. Please also provide coffee, tea, 3 different juices and cookies for coffee breaks – 2 each day
8. Lunch – Please provide lunch option for each day during the seminar.
9. Dinners - Dinners starting October 17th will be in Marriot, except one on October 18th in Stara Kukja restaurant (please provide all-inclusive offer for 50 guests)

10. Airport transport: You organize airport pick up and drop off for 15 participants to and from Marriot (list to be send to you additional) – please provide price for car and van.

Please send us an offer based on the information above, so we can review it and decide if move forward with the arrangements in more detail. 

Thanks, 

CCCC

