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Service for the implementation of the Final Ceremony of the Project "Cross
Border Living laboratories for Agroforestry' (LivingAgro) within the ENI CBC
Mediterranean Basin Programme 2014-2020. LivingAgro CUP
D29119000070006
Place: Beirut, Lebanon

About the Final Ceremony event

Arriving to the end of the LIVINGAGRO project, the Lebanese Agricultural
Research Institute (LARI) will be organizing the final ceremony event. This event
will include the Final Ceremony Day. the Steering Committee (SC) meeting and a
field trip (during July 2023, the precise dates will be fixed in collaboration between
the LIVINGAGRO team at LARI and the organizing company). The Final
Ceremony Day will aim to gather the project partners and relevant stakeholders for
presenting and disseminating the main achievements for Living Laboratory 1 for
Multifunctional Olive Systems and Living Laboratory 2 for Grazed Woodlands
during the last four years (signed agreements, innovations, the ICT platform, etc.).
Moreover, the last Steering Committee (SC) meeting of the project will take place
after the Final Ceremony Day to discuss the finalization of the remaining activities of
the project and other remaining dissemination and financial issues related to the
project. Finally, a field trip to North Lebanon for the participants from partner’s
organizations will be organized.

a. General information

The Final Ceremony will involve researchers, farmers, policy makers, advisors and
other types of stakeholders working on the agroforestry systems. However, regarding
the SC meeting and the field trip. only the personnel from the partner’s organizations
will participate. The number of participants to the Final Ceremony will be up to 100
participants. whereas. the number of participants for the SC meeting will be up to 30
participants.

The Final Ceremony must be a hybrid event (in person and online). For the online
part, the project ICT platform that was developed in the framework of the
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LIVINGAGRO project will be used. This must be organized in strict collaboration
with LARI and the company responsible of the platform.

The SC meeting and the field trip are restricted to people selected by LARI from the
LIVINGAGRO Project partners.

b. Participation mode

Participants from partners organizations and relevant stakeholders invited to the
event, are encouraged to participate in presence. Other stakeholders interested in the
LIVINGAGRO Project should be encouraged to participate online.

SERVICES REQUIRED BY THE ECONOMIC OPERATOR

The service requires the organization of the Final Ceremony event in Lebanon in
strict collaboration with LARI according to the following steps:

A. Preparation of the event (prior to the Final Ceremony event)

A.l. Support the local organization, the Lebanese Agricultural Research
Institute (LARI), in planning the Final Ceremony event:

A.L.1. Final Ceremony Day:

e The company must provide support with the following:
identification of an appropriate location. planning the program
and inviting guests (up to 100 invited guests), etc. in consultation with
and to be approved by LARI,

e The company should propose a facilitation plan to foster
interaction during the event.

e The company must provide services to build interest among the
relevant invited stakeholders in LL1 and LL2 to encourage them to
participate in presence in the event and be more involved in the two
[.Ls of the LIVINGAGRO project. While other stakcholders should be
encouraged to participate online.

A.1.2. Steering Committee meeting:

e The company must provide support with the identification of an
appropriate meeting room at the same location.

=
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A.1.3. Field Trip:

e The company must provide support with the planning of the trip
and identify the appropriate places to visit and adequate restaurant for
lunch, in strict collaboration with LARI.

N.B.: Dates of the event can be modified upon LARI's LIVINGAGRO team request.

A.2. Identification and reservation of event facilities and staff:
BOOKING:

A.2.1. Final Ceremony Day:

- Venue for the Final Ceremony: provide an appropriate
hotel in Beirut or nearby, that offers the following services:
distinctive, well-appointed guest rooms (available in case needed for
some participants), availability of a registration area (reception
desk), a meeting hall/conference hall (up to 100 persons), reliable
Wi-Fi, guaranteed electricity, LCD projector, restaurant (up to 100
persons), coffee break and lunch for participants according to a
predefined schedule (1 lunch and 1 coffee break), with good quality
food. high standards of hygiene and participant satisfaction. The
hotel must be approved by LARI.

] Catering service/restaurant for 1 lunch and | coffee
break

° Translation Service: Direct translation from English to
Arabic and vice versa for 1 day

v Travel planning: Working with LARI and other project
partners to arrange participants planning for travel and
accommodation if requested.

« Facilitation service for the event including providing good
quality flags (minimum 60 ¢m * 90 cm with the appropriate support)
for the EU, Italy, Greece, Jordan, and Lebanon.

A.2.2. Steering Committee meeting:

@ Meeting Room for the SC meeting: in the same hotel,
reserve a meeting room (up to 30 persons). reliable Wi-Fi,
guaranteed electricity, LCD projector, etc.

L Catering service/restaurant for the SC meeting for 1
lunch and all-time coffec break with good quality food, high
standards of hygiene and participant satisfaction.

A.2.3. Field Trip:

. Transportation from Beirut to North Lebanon. For
participants from partners organizations (up to 30 participants) about
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300 km (two ways driving). Safe, comfortable, professional, on-time
transportation is required. with a professional touristic guide.

¢ Lunch for up to 30 participants in a high-quality restaurant with
good quality food, high standards of hygiene, etc.

A.3. Registration, communication, pre-event outreach and publicity for the
Final Ceremony Day:

e Previous confirmation and on-site registration of participants through
email, phone calls and preparation of paper forms (for in-person signatures)
to guarantee proof of attendance. Confirmation and registration include
several aspects: registration for in-person attendance (catering, etc.) and pre-
registration for online attendance. Management of the participants’
personal data must be done according to the European privacy law
(GDPR). The registration form should be prepared by the provider using the
project template.

e Communication and promotion of the event

Editing and graphics of the agenda, invitations, and announcements to
be distributed prior to the event: in collaboration with LARI, the
company will graphically edit the final agenda in the forms of a digital and
a paper brochure to be distributed prior to the event (e.g. through websites
and email invitations) and during the event. The company will also prepare
additional press releases and advertisements as described below. The
graphic editing must  comply with the LIVINGAGRO project’s
communication guidelines and be approved by LARI and the project
communication manager. The documents will have to be produced in
English and Arabic.
Press releases and advertisements of the event in English and Arabic.
providing two press releases (one before and one after the event) related to
the event and LIVINGAGRO to appeal to the intended audience, including
an increasing amount of detail (obtained from project partners) as the event
approaches. with photos (to be approved by FORESTAS, on behalf of the
project consortium), in appropriate media and social media outlets, as
described below.

m Two weeks before the event (ANNOUNCEMENT): produce an
announcement as well as an attached flyer that contains a GENERAL
PROGRAMME for the event and send it to at least 8 of the following:
relevant websites, national and regional newspapers. TV channels, and
online newspapers. The announcement should also be provided to
FORESTAS for use on the social media channels of the project (Facebook
and LinkedIn). Moreover, the company must send the announcement to a
mailing list provided by LARI. i

s
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m Invite local journalists, social media influencers, bloggers,
radio stations and TV channels, etc. to do interviews both
before and during the event. providing appropriate background
information

® Produce and circulate promotional videos on social media
m  Printing of event material: 100 copies of the programme/agenda

of the event in English and Arabic (one paper. two sided), after
approval of the text by LARI.

For all the points mentioned above, LARI may provide guidance that must be
followed and approval.

B. Management of the event (shortly before, during, and after the event)

B.1. Final Ceremony Day:

Ensure the venue, catering and all logistics are ready.

Registration management through paper and digital modalities.

Management of the participants’ personal data according to the

European privacy law (GDPR): obtaining consent for use of personal

data according to that law, with signatures from in-person attendees and

consent from others online.

Distribution of promotional materials to event participants as provided

by LARI.

Simultaneous interpreting service with booths and headsets in two

languages (English and Arabic) both for the in-person audience and for

virtual attendees (using the ICT platform channels and facilities)

Live Streaming of the event and video-recording: still photography

Overseeing coffee break and lunch preparation and serving

Facilitation of the cvents: staff must be present as needed to help with

the following activities:
At least 2 staff members for in-person registration and
overseeing details before and during the event, for example to
handle welcoming, registration, distribution of programs ectc.,
supervision of the venue, room setup, pass of the microphone
during the ceremony, and catering for lunch and coffee breaks
One ICT back office staff member must arrange and handle the
live streaming of the plenary room and the recording of
presentations, A second facilitator must monitor and share
questions from online participants. and facilitate between online
and in-person participants as nceded.
One in-person facilitator should oversee proper timing. in
consultation with LARI. including both presenters and audience
members who are both present and online., (“""f.z//"
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Production of photos and videos of the event as well as
several interviews (at least 6).

B.2. Steering Committee meeting:

e Ensure the venue, catering and all logistics are ready.
B.3. Field trip:

e Ensure that all the logistics for the trip including the bus, restaurant,
guide, etc. are ready and well prepared for the day.

For all the points mentioned above, LARI may provide guidance and approval.

C. Follow-up after the Final Ceremony Day

e Uploading data (participants list, photos. video etc.) on the project
shared folders to be available for the project partners.

e Production of statistics regarding the cvent, e.g. number of
participants, clustering of participants for area of interest and
geographic origin. to be included in the final report and on the
indicators Excel tile of the project which will be provided

e Final report on the event (attendees, contents, registration forms,
evaluation process. impact, photos ete.) based on the format provided by
FORESTAS

e Press release describing the event in English and Arabic, with photos:

Within 10 days afler the event: a press release on
completion of the event in website news format and social
media format. provided to LARI and published in at least 4
relevant places online, 2 technical reviews/magazines, |
national and 1 regional newspaper, social media, TV
channels. online newspapers, and national and international
technical journals

e Collecting invoices and receipts of payments and ensure they all quote
the ENI CBC MED Programme, the name and number of the project
and CUP as further detailed by the organization

e Promptly paying amounts due to all service providers

e Sending invoice 1o LARI for the organized event, within 30 days ol the
event date

For all the points mentioned above, LARI may provide guidance and approval.
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