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The Berghof Foundation gGmbH is an independent, non-governmental and 

non-profit organization supporting people in conflict in their efforts to 

achieve sustainable peace through conflict transformation and 

peacebuilding.  

 

For the project year 2023, the Berghof Foundation is planning multiple 

international meetings and conferences in Berlin and Brandenburg. 

Therefore, we are looking to appoint one service provider with an annual 

framework contract for the provision of technical services and technical 

equipment in the field of multilingual hybrid and in-person event 

management. The duration of the contract is from 01 March until 31 

December 2023.  

 

The following services are requested:  

 

I) Equipment and Services  

 

A) Offer Set 1: In-person meeting with simultaneous interpretation (please 
provide offer for ½ day and full day) 

 

1. Provision of technical conference and interpretation equipment: 

 

 XX interpretation booth for XX interpreters.  

 Upon request, video recording if interpreters are in different room 

than the speakers.  
 Personal interpretation equipment for XX participants (e.g. 

headsets, microphones, etc.). 

 Moderation equipment for XX facilitators (e.g. wireless gooseneck 

microphones or/and wireless mobile microphones etc.)  

 XX Microphones and PA system for in-house speakers. 

 

2. Provision of support services:  

 

 The bidder needs to be reachable and responsive in the time leading 

up to the event by email and/or by phone to ensure a smooth 

coordination. Communication will be in English and/or German.  

 The bidder must transport the needed conference and interpretation 

equipment to the venue of the event.  

 The bidder is expected to independently install the needed 

equipment (no later than two hours before the event) and in close 

communication with the respective project manager. Further details 

will be also communicated directly with the respective project 

manager.  

 During the event, the bidder is required to provide one technician on-

site to assist and operate with audio and video set-up and technical 

equipment and if needed computer assistance throughout the event.   
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 The bidder is expected to independently deinstall the equipment 

after the end of the event. Further details will be communicated with 

the respective project manager.  

 

B) Offer Set 2: Hybrid meetings with simultaneous interpretation (please 
provide offer for ½ day and full day).  

 

1. Provision of technical conference and interpretation equipment: 

 

 XX interpretation booth for XX interpreters.  

 Upon request, video recording if interpreters are in different room 

than the speakers.  

 Personal interpretation equipment for XX participants. 

 Moderation equipment for XX facilitators (e.g. wireless gooseneck 

microphones or/and wireless mobile microphones etc.)  

 Microphones and PA system for XX in-house and external speakers 

(online participation).  

 4K HD camera with tripod and camera operation for the duration of 

the meeting.  

 Laptop incl. software (zoom, cam, capture).  

 

2. Provision of support services:  

 
 The bidder needs to be reachable and responsive in the time leading 

up to the event by email and/or by phone to ensure a smooth 

coordination. Communication will be in English and/or German.  

 The bidder must transport the needed conference and interpretation 

equipment to the venue of the event.  
 The bidder is expected to independently install the needed 

equipment no later than two hours before the event and in close 

communication with the respective project manager. Further details 

will be also communicated directly with the respective project 

manager.  

 During the event, the bidder is required to provide one technician on-

site to assist and operate with audio and video set-up and technical 

equipment and if needed computer assistance throughout the event.   

 The bidder is expected to independently deinstall the equipment 

after the end of the event. Further details will be communicated with 

the respective project manager.  

 

 
C) Offer Set 3: For hybrid standard meeting without simultaneous 

interpretation (please provide offer for ½ day and full day)  

  

1. Provision of technical conference and interpretation equipment: 
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 Moderation equipment for XX facilitators (e.g. wireless gooseneck 

microphones or/and wireless mobile microphones etc.)  

 Microphones and PA system for in-house and external speakers 

(online participation).  

 4K HD camera with tripod and camera operation for the duration of 

the meeting.  

 Laptop incl. software (zoom, cam, capture).  

 Other equipment for hybrid format setting if necessary.  

 

2. Provision of support services:  

 

 The bidder needs to be reachable and responsive in the time leading 

up to the event by email and/or by phone to ensure a smooth 

coordination. Communication will be in English and/or German.  

 The bidder must transport the needed conference and interpretation 

equipment to the venue of the event.  

 The bidder is expected to independently install the needed 

equipment (no later than two hours before the event) and in close 

communication with the respective project manager. Further details 

will be also communicated directly with the respective project 

manager.  

 During the event, the bidder is required to provide one technician on-

site to assist and operate with audio and video set-up and technical 

equipment and if needed computer assistance throughout the event.   

 The bidder is expected to independently deinstall the equipment 

after the end of the event. Further details will be communicated with 

the respective project manager.  

 

II) Size of the event 

The events organized by the various projects at Berghof Foundation vary in 

size in terms of active speakers and audience for in online. Therefore, the 

bidder is requested to state the details of the maximum size of speakers that 

they can provide technical equipment for.  

 

a) Events with simultaneous interpretation  

In-person event 

☐ Small Roundtable (1-10 speakers) 

☐ Big Roundtable (11-30 speakers) 

☐ Medium podium event (up to 30 participants with audience and panel 

included) 
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☐ Big podium event (up to 150 participants, with audience and panel 

included) 

 

Hybrid event 

☐ Small Roundtable (1-10 speakers) 

☐ Big Roundtable (11-30 speakers) 

☐ Medium podium event (up to 30 participants with audience and panel 

included) 

☐ Big podium event (up to 150 participants, with audience and panel 

included) 

 

 

b) Events without simultaneous interpretation 

In-person event 

☐ Small Roundtable (1-10 speakers) 

☐ Big Roundtable (11-30 speakers) 

☐ Medium podium event (up to 30 participants with audience and panel 

included) 

☐ Big podium event (up to 150 participants, with audience and panel 

included) 

Hybrid event 

☐ Small Roundtable (1-10 speakers) 

☐ Big Roundtable (11-30 speakers) 

☐ Medium podium event (up to 50 participants with audience and panel 

included) 

☐ Big podium event (up to 200 participants, with audience and panel 

included) 

 

 


