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APPENDIX A 

                                                            SCOPE & SPECIFICATIONS 

1.  SCOPE OF WORK: 

 

1.1. Main scope of the project is to design a functional Stand for Maldives according to MMPRC’s requirements 

(the “Stand”), and Construction of the Stand in accordance with the Regulations set by TOP RESA Fair 

organizers. Refer to organizer’s official website: https://www.iftm.fr/en-gb.html 

1.2. In addition, the scope of the works shall include; 

 

1.2.1. The construction of the components of the Stand, and the construction of the Stand at the site 

provided to MMPRC by the TOP RESA Fair organizers for the year 2019; 

 

1.2.2. Complete construction and handover of the finished Stand on time for the TOP RESA Fair, one day 

prior to the opening date of the fair allowing time for MMPRC officials to arrange materials. 

 

1.2.3. The dismantling of the Maldives Stand at the TOP RESA Fair for the year 2019 upon the handover 

of the site to the Selected Respondent/Contractor by MMPRC, at the end of the TOP RESA Fair for 

the year. 

 

2.  CONCEPT FOR THE DESIGN PROPOSED BY THE BIDDER/RESPONDENT 

 

2.1. Top Resa is the main travel trade exhibition in France. The show brings together the major tour operators 

and DMCs from French and international destinations, in addition to hotels and carriers, to present their 

products and services to the industry’s production and distribution professionals. 

 

2.2. The Stand concept and design should be presented in a contemporary design to attractively showcase the 

country’s unique tourism product, whilst at the same time inspired by the element of luxury and usage of 

authentic Maldivian designs representing an Island conceptually. 

 

2.3. The concept and design should strongly address the following points;  

 

2.3.1. Attractiveness of the overall Design  

2.3.2. Reflection of the destination in design / (beauty, authenticity and usage of attractive 

images)  

2.3.3. Creativity  

2.3.4. Meeting all the requirements mentioned in the Scope and Specifications in Appendix A 

2.3.5. Photo Backdrop - (A wall or prominent area of the Stand that can be used as a photo backdrop. 

It should also be visible from outside and easily accessible from the main counter to passing by 

visitors. The purpose of this area is to attract visitors to Maldives Stand and take a picture and 

participate in the promotional social media campaign by sharing these pictures on social 

media).  

2.3.6. Map of Maldives - (There should be a map of Maldives displayed in the Stand at a prominent 

location easily accessible to visitors) 

 Space Utilization - The design of the stand should also maximise space utilisation with 

maximum number of tables and chairs and at the same time the arrangement of tables should 

give privacy for the co-exhibitors at the stand.



 

 

https://www.iftm.fr/en-gb.html
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

3. STAND REQUIREMENTS  

 

3.1. Stand Space:  

 Stand should have lockable counters, storage, and a reception desk. The measurements given in 

specific areas should meet the criteria. Items with no specific measurements are left for 

designer’s choice. All furniture/equipment requirements are stated under each item. 

 

3.2. Counters 

 There has to be separate lockable counters around the Stand with the storing capacity for 

brochures and bags. However, there should be easy access into the Stand from all the sides.  

 There should be between 20 - 25 counters. Counters should be as follows; 

 Should be able to display co-exhibitor names on the counters 

 Should include counter stools   

 Should include plug points in each counter 

 Should include lockable drawers in each counter. 

 

3.3. Reception 

 One reception desk with shelves and two lockable drawers should be included 

 Furniture: 2 stool for the receptionists 

 Should include electric plug points 

 

3.4. Storage Room  

 A lockable storage should be within the Stand to store promotional materials, should 

accommodate boxes and hand carry trolley luggage. 

 Should include Racks to keep brochures, bags and other promotional materials  

 Should include electric plug points. 

 Should have minimum 65 coat hangers with hooks and hangers to hang overcoats  

 

3.5. General Meeting Area 

 There should be between 6 - 8 meeting tables and each table should have 4 chairs. 

 Should have electric plug points for each table. 

 

3.6. Displays 

3.6.1. Minimum size of (3.66 x 3.43m) Led Screen with USB port should be on display facing main 

entrance of the Stand. 

3.6.2. Participation list should be displayed in vertical format in a plasma screen of 50” in a prominent 

location, ideally next to the main information counter.  

 

3.7. Stand Name 

3.7.1. Name of the Stand should be “Maldives” with the logo (Annex D) which should be visible from all 

FOUR sides. A hanging banner with the Maldives logo visible from all the sides need to be placed 

above the stand. 
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4. ADDITIONAL CONDITIONS AND REQUIREMENTS 

 

4.1. The design should be in conformity to the Maldives Stand concept and Design Requirement and Stand 

Building Regulations set by TOP RESA Fair organizers (Refer to organizer’s official website: 

https://www.iftm.fr/en-gb.html 

 

4.2. It is the duty of the Selected Party to meet specific requirements of the TOP RESA Fair organizers, so 

that the Stand receives due recognition from the organizer and public 

4.3. Additional services such as electricity, rigging, Internet connections etc. needs to be ordered by the 

Selected Party (Contractor) on behalf of MMPRC (with prior approval) and billed to MMPRC 

 

4.4. All documentations necessary for Stand design approval should be submitted by the Selected Party before 

the deadline specified by the TOP RESA Fair organizers 

 

4.5. All the graphics shall be provided by MMPRC  

 

4.6. The completed Stand shall be handed over to MMPRC 1 (one) day before the opening of the exhibition. 

 

4.7. Any cost which may arise outside of the above quotation shall be borne by the Selected Party. 

 

4.8. It is the duty of the Selected Party to meet specific requirements of the TOP RESA Fair organizers, so that 
the stand receives due recognition from the organizer and public. 
 

 

  

https://www.iftm.fr/en-gb.html
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APPENDIX B 

                                                                  COVER LETTER 

 

The Managing Director, 

Maldives Marketing and Public Relations Corporation  

H. Zoneyria,2nd Floor, Boduthakurufaanu Magu, Male’  

Republic of Maldives  

 

 

Dear Sir, 

 

Sub:  Proposal to design and construct the Maldives Stand at IFTM TOP RESA Fair in Paris, France for the 

year 2019 

 

Having examined all the information provided, we the undersigned offer to design and construct the Maldives 

Stand at IFTM TOP RESA Fair, Paris, France for the year 2019 as per the requirements of the RFP (the “Works”) 

as set out in this Proposal. 

 

We agree to undertake and complete the Works for a total sum of USD $ ……………………………………………………………… 

(In words) USD $.................. (In numbers). (The “Contract Price”) inclusive of all applicable taxes 

(including/Withholding Tax). A summary of the annual breakdown of the Contract Price is provided below; 

 

Year Price excluding Tax ($) Tax ($) Total Price ($) / Year 

IFTM TOP RESA Fair 

2019 

   

    

    

Added options should be included in this table  

Contract Price($)  

 

We undertake, if our Proposal is accepted, to complete the Works within the deadlines and as per the 

specifications provided by MMPRC. We have examined the RFP and have no reservations to the RFP Documents, 

including Addenda issued.  

We are not insolvent, in receivership, bankrupt or being wound up. Our affairs are not being administered by a 

court or a judicial officer and our business activities are not being suspended and not the subject of legal 

proceedings for any of the foregoing. 

 

Until a formal agreement is executed with MMPRC, this Proposal, together with written acceptance thereof and 

MMPRC’s notification of award, shall constitute a binding contract if we are selected as the Successful 

Respondent.  

 

Date: ……………………………………. 

Name of the Bidder/Respondent: ………………………………………………………………………  

 

Signature of the Authorized Person: ……………………………….  

Name of the Authorized Person: ……………………………………………….  

Company rubber stamp/seal 

 

……………………………………….. 
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APPENDIX C 

PAYMENT TERMS 

 

As consideration for the design and construction of the Maldives Stand at the TOP RESA FAIR, the Selected 

Respondent/Contractor shall be compensated in the manner provided below; 

IFTM TOP RESA FAIR 2019 

 

 The amount in USD equivalent to 15% of the total price quoted for designing and construction of the 

stand at IFTM TOP RESA FAIR shall be transferred by MMPRC to the Selected Respondent/Contractor, 

signing of this Agreement, within 15 working days and, 

 

 The amount in USD equivalent to 35% of the total price quoted for designing and construction of the 

stand at IFTM TOP RESA FAIR shall be transferred by MMPRC to the Selected Respondent/Contractor, 

after the starting of the Stand construction within 15 working days and, 

 

 Remaining 50% of the total price quoted for designing and construction of the stand at IFTM TOP RESA 

FAIR shall be transferred by MMPRC to the Selected Respondent/Contractor, after the end of the fair 

within 15 working days and, 

 

 Days will start counting after MMPRC receives the invoice from the Selected Respondent/Contractor, 

 

 Any payment made on behalf MMPRC will be reimbursed once the invoice along with supporting 

documents are received. 

 

 

ADJUSTMENTS 

 

 The Contract Price may only be adjusted by the parties as per the terms and conditions of the 

Agreement. 

 

 In case the payment for rigging/electricity or any other such advance payments to the organizers, it 

should be paid by the Selected Respondent/Contractor on behalf of MMPRC. The Selected 

Respondent/Contractor should submit the invoice along with the supporting documents in, which will 

be reimbursed.  
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APPENDIX D 

MALDIVES LOGO 
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APPENDIX E 

CHECK LIST 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

#  Description Page Number Remark (✔) 

1  ELIGIBLE CRITERIA 

   1.1  Proof of Past Experience     

   1.2  Financial Background       

   1.3  Required documents (Registration and Tax Certificate)     

2 STAND REQUIREMENT 

2.1 Between 20 to 25 counters   

2.2 One Reception   

2.3 Storage   

2.5 General Meeting Tables  06 - 08   

3 OTHERS 

3.1 Stand Name (Visible form four side)   

3.2 Hanging Banner with Maldives Logo   

3.3 Led Screen Minimum Size (3.66 x 3.43m)     

3.4 Plasma 50”   

3.5 Photo Backdrop     

3.6 Map of Maldives     

3.7 Details of  budget breakdown   








