SCOPE OF WORK FOR “90-90-90 Part I: HCT AND LINKAGE 

BEST PRACTICES AND INNOVATIONS” MEETING 
	NAME OF MEETING:  

“Reaching 90-90-90 in South Africa Part III: Best Practices and Innovations in Linkage, Treatment and Viral Suppression” 

	Meeting Co-ordinator Contact

	Jacqueline Burgess

	Email and Telephone of Contact
	W: 0872859642

C: 0791105543
E-mail: burgess@state.gov


	Person and Contact Details to liaise with regarding registration lists and rooming lists if not yourself
	

	Area
	Johannesburg



	Type of Venue


	City Hotel

	No of delegates on each date

	Approximately 200 delegates for first day and a half until 1400 on 6th May 2016
Approximately 20 delegates on the second day in the afternoon

	Dates of workshop (first to last day)

	5-6 May 2016

	ACCOMMODATION REQUIREMENTS

	No of hotel rooms required to master account
	Number of Single Rooms: 30


	Arrival Date for accommodation


	4 May 2016


	Departure Date for Accommodation


	6 May 2016

	List approx. number of rooms required for self payers
	10

	CONFERENCE PACKAGE

	Day Conference Package to Master Account will include lunch, 3 X teas and venue hire
	Lunch and 3x teas
(2nd day only need tea for 20 people in the afternoon)

 

	CONFERENCE & EQUIPMENT REQUIREMENTS

	Plenary Venue Seating Style (List)
	Classroom (tables and chairs) for the larger meetings
Roundtable in smaller room for the smaller meeting


	Equipment in Plenary Venue (List)
	1.5 days: 
Data Projector

Notebook computer

Screen(s)
PA system

Roaming Microphones (4 microphones in total)
Flipchart and pens
Podium on Stage



	Number of Breakaway Rooms Required, dates & Style Seating (Complete)
	A smaller breakaway room will be needed for the second half of the second day.  

No. of breakaway rooms required: 1 (for 20 people)
Dates Required: 6th May 2016
Style seating: roundtable

	Equipment in Breakaway Room/s (List)
	Data Projector

Notebook computer

Flipchart and pens



	Additional special equipment (specify)
	

	FLIGHTS & TRANSPORTATION

	Number of flight bookings required to master account
	5

	Road Transportation (If you wish to re-imburse travel costs)
	Number to Re-imburse: 20


	Airport Transfers to master account


	5


	NOTE TAKING AND REPORT WRITING

	Confirm if a note taker is required for duration of meeting to compile post meeting report
	No 

	COPYING OF AGENDA FOR THE MEETING

	Copying of Final Agenda
	Number of pages: 1
Do you want this included:  No

	CONFERENCE PACK

	Conference Bag or Conference Folder
	NO

	Writing Pad and Pen
	Standard writing pad and pen normally provided by venue and should not be quoted for. 

	Do you want Name Badges

	YES

	MANAGEMENT FEE SERVICES REQUIRED

(Simply state YES or NO)

	Identify, Provide Venues options and quotations
	YES

	Pre-event liaison with client includes updates, project planning etc.
	YES 

	Financial Management, Payment of Contractors & Invoicing
	YES 

	Distribute invitation to delegates electronically & compile reg. form
	YES

	Manage responses & confirm back to each participant confirmation of attendance together with map & directions to venue
	YES

	Chase up outstanding RSVPs who have not yet registered
	YES

	Book & Co-ordinate note taker or facilitator
	NO

	Co-ordinate all venue requirements including room set up & catering
	YES

	Co-ordinate accommodation bookings & compile rooming lists
	YES

	Book technical AV presentation equipment
	YES

	Co-ordinate copying or printing of working document/agenda
	NO

	Co-ordinate flights for sponsored delegates
	YES

	Co-ordinate airport transfers for sponsored delegates
	YES

	Prepare delegate name badges
	YES

	Onsite management (Dates Required)

Includes managing registration
	YES 5-6 MAY 2016 (until 1400 on 6 May 2016)

	ADDITIONAL SPECIAL REQUESTS/REQUIREMENTS (SPECIFY BELOW)

	N/A. 



