
Events Management GBV Conference 3 – 5 October 2017 

Questions and Answers: 15 August 2017 

 
Q: You mention management of an exhibition database, will there be an exhibition component 

and how many stands and their size are you expecting? 

A: Yes we envisage that there will be 10 exhibition stands required. 

Q: You mention Flyers.  Do you want this to be couriered to provinces and how many do you 

need? 

A: Flyers will be developed and distributed electronically.  We do not foresee printing of Flyers to be 

distributed prior to the conference.  We will need the applicant to quote on design cost for the flyers 

that will be made electronically. 

Q: Do you envisage Octonorm structures or just space? 

A:  You can quote on 10 Octonorm stalls 2 x 2 sq.m. Package to include Facia, 1 Table, 2 chairs, 2 spot 

lights, carpet and dustbin. Set-up of exhibition stands to be included 
 

Q: Can we work 3 x full day conference on 3, 4 and 5 October? 

A: Yes 

Q: What is the preferred seating arrangement for delegates? 

A: Theatre style 

Q: Do you require Break-Away Rooms? 

A: Yes. 4 Break-Away Rooms. The Main Conference venue can also be used for two Break-Away 

sessions. 

Q: Will you have any dinners, or welcome cocktails?  

A: Welcome cocktails to be included. Dinners to be included in accommodation. 

Q: What is meant by “manage scholarships”? Are we required to source scholarships and if so, for 

who and what scope? 

A: Conference fee will be charged. The organisers will make provision for scholarships for some of 

the delegates that will be attending.  The applicant will manage this process in partnership with the 

organisers. 

Q: How will registration of delegates be managed? 

A: Applicant will be required to assist with online registration of delegates 

Q: Will it be required to have a website for the conference? 

A: Applicant will have to ensure that website for conference is set-up and managed. 

Q: Conference Programme Handouts. Can we request quotes for A5 booklets +/-15 pager? 

A: Please provide Quote for A5 and A4 



Q: Must Delegate/Goodie Bags/Lanyard be branded or not? 

A: Branded Goodie bag and Lanyard 

Q: Do you want to provide delegates with a certificate of attendance? 

A: Yes Certificate of Attendance to be provided at the end of the conference 

Q: Do you need On-site laptops for speakers? 

A: Yes 

Q: What do you require for Ground Travel?  Do you want us to arrange taxis? 

A: The number of delegates listed in the TOR will make use of ground travel.  They will use their own 

vehicles.  The budget must make provision for AA rate for their ground travel. 

Q: Do you prefer conference venues close to OR Tambo Airport? 

A: We have no preferred area. Cost effectiveness will obviously be taken into account 

Q: Where it says “Undertake an event evaluation”, do you mean an evaluation from the event 

organiser’s perspective or from the delegate’s perspective?  

A:  It will mean that the applicant will ensure that delegates are provided with Evaluation Forms that 

will be drafted with us and that will be the basis of the report/event evaluation that will be done. 

Q: What will the website consist of? 

A: The logo and other branding; web address for dedicated website for the conference; conference 

announcements, themes; online registration form; Conference Programme. Abstracts need to be 

uploaded prior to the conference. 

Q: Do we need to make paper abstracts available for download after the event? 

A: Yes 

Q: How long will the website stay live after the event? 

A: It should stay live for at least 3 months. Propose time-frame with cost implication. 

Q: Do you want the Proposal to be submitted via courier services or electronically and what if file 

is too big? 

A: Electronically and if file is too big you can send via Dropbox or WeTransfer. 

  

 

 


