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Call for Expression of Interest
Provision of Event Management Services
[image: Tube2]

Submission of Prequalification Documents – Event Management Services
The British Council invites prospective Event Management companies to submit their expressions of interest and pre-qualification documentation towards the provision of Event Management services for an Awards ceremony which will hold in Lagos, March 2017. Eligible companies who submit all the appropriate documentation will be requested to develop the event management plan for this high profile event.
Scope of Work:                                                                                                                                                                        Shortlisted agencies will be expected to demonstrate, through their tenders, how they intend to achieve the following minimum standards;
The standards include but not limited to;
· Event branding and management services - creation of a creative themed event in line with the specified brand standards.
· Provision of event support services.
· Provision of entertainment services.
· Provision of branded promotional materials.

Note that an event brief with further information will be sent to companies that prequalify.

Pre-Qualification:                                                                                                                                                                    Interested event management companies are to submit the following documents along with their expression of interest:
i. Certificate of Registration/Incorporation verifiable from Corporate Affairs Commission (CAC) and particulars of directors.
ii. Company’s Current Tax Clearance Certificate issued by the appropriate authority
iii. Company’s Taxpayer/ Tax Identification Number (TIN)
iv. Corporate profile with list of past & present clients. 
v. Formal letter of reference from at least two clients
vi. All documents and written communication must be in English.

Submission Deadline
All interested companies should submit their expressions of interest and prequalification documents to the British Council office at 20 Thompson Avenue, Lagos on or before 12:00noon on Friday 7th January 2017. 
[bookmark: _GoBack]Any enquiry received after the date and time specified will not be considered.

Contact
For further enquiries, please email alumniawardnigeria@ng.britishcouncil.org 
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