TERMS OF REFERENCE (ToR)
Procurement of Logistics Services for the ECAT Meeting
1. Background
The contracting organization seeks to procure comprehensive logistics services for the organization of the regional meeting:
"Preparing Central Asian Countries for the Introduction of Long-Acting Injectable HIV Pre-Exposure Prophylaxis (PrEP)"
The selected service provider will be responsible for planning, coordinating, and delivering all logistical arrangements required for the successful implementation of the event.

2. Event Details
Event Title:
Preparing Central Asian Countries for the Introduction of Long-Acting Injectable HIV Pre-Exposure Prophylaxis (PrEP)
Location:
Tashkent, Uzbekistan
Tentative Dates:
15–16 October 2026 (subject to change, potentially postponed until November 2026)
Expected Number of Participants:
35–40 participants

3. Objective
The objective of this procurement is to engage a qualified logistics service provider to ensure smooth organization and implementation of all logistical aspects of the regional HIV treatment and prevention meeting.

4. Scope of Services
The service provider shall deliver the following services:
4.1 Air Travel
· Arrange and purchase international and domestic airline tickets for participants based on the travel list provided by the Contracting Authority. 
· Coordinate flight itineraries and communicate travel details to participants. 
4.2 Airport Transfers
Provide ground transportation for participants:
· Airport / railway station / bus station to the hotel; 
· Hotel to the meeting venue (if required); 
· Hotel to airport / railway station / bus station upon departure. 

4.3 Accommodation
The service provider shall:
· Reserve approximately 15–20 single hotel rooms for participants. 
· Expected check-in: 14 October 2026 
· Expected check-out: 16 or 17 October 2026, depending on individual travel itineraries. 
· Coordinate all accommodation arrangements with the hotel. 
· Prepare and distribute a Logistics Note containing: 
· hotel information; 
· check-in/check-out procedures; 
· transportation arrangements; 
· emergency contacts; 
· other practical information. 

4.4 Event Coordination
The service provider shall:
· Designate a focal point responsible for logistics coordination before and throughout the event. 
· Coordinate participant arrivals and departures. 
· Ensure participant assistance at key arrival points (airport, railway station, hotel) where necessary. 
· Maintain continuous communication with the Contracting Authority. 

4.5 Catering
Provide catering services for approximately 35–40 participants, including:
· Two coffee breaks per meeting day; 
· One lunch per meeting day. 
Dinner costs are expected to be covered through participants' per diem and therefore are not included in the catering services.
The provider shall also accommodate special dietary requirements, including but not limited to:
· vegetarian; 
· vegan; 
· food allergies; 
· other dietary restrictions. 

4.6 Technical Equipment
The service provider shall arrange all necessary meeting equipment, including:
· microphones; 
· projector(s); 
· projection screen(s); 
· audio-visual equipment; 
· reliable internet access at the venue; 
· on-site technical support throughout the meeting. 

5. Work Plan
The selected provider shall:
· Develop and coordinate the logistics implementation schedule. 
· Coordinate all logistical activities with the Contracting Authority. 
· Ensure timely delivery of all agreed services. 

6. Budget Proposal
The financial proposal shall include a detailed cost breakdown for all logistics services, including, but not limited to:
· airfare; 
· accommodation; 
· local transportation; 
· catering; 
· venue technical equipment; 
· coordination services; 
· any other applicable logistical costs. 
All prices should be clearly itemized.

7. Contact Person
The selected service provider shall designate a primary contact person who will be responsible for communication and coordination with the Contracting Authority before and during the event.


