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TECHNICAL SPECIFICATIONS FOR THE CONTRACT TO PROVIDE VENUE BOOKING SERVICES FOR EVENTS IN NEW YORK FOR THE DELEGATION OF THE GOVERNMENT OF CATALONIA TO THE UNITED STATES OF AMERICA AND CANADA


1. SUBJECT MATTER OF THE CONTRACT

The subject matter of this contract is the provision of venue booking services (space, audiovisual services, and catering services) in New York City for events organized by the Delegation of the Government of Catalonia to the United States of America and Canada.

2. SERVICES TO BE PROVIDED

The subject matter of this contract is the provision of venue booking services for events organized by the Delegation of the Government of Catalonia to the United States of America and Canada in New York City, in accordance with the powers and duties assigned under Article 18 of Decree 61/2017, of June 13, on the Government’s institutional representation units abroad.

This includes the following services:

Providing venues for events related to the work of the Delegation of the Government of Catalonia in New York. The specific requirements of each event, duly specified by the Delegation, must be taken into account when booking venues:

· Provision of equipment for events (furniture, lecterns, microphones, screens, lighting, etc.). 

· Provision of audiovisual and recording services during events (video, sound, etc.). 

· Provision of catering services specializing in Catalan goods or inspired by Catalan cuisine.

The venue and catering booking services provided to the Delegation of the Government of Catalonia to the United States of America and Canada are specified below.

2.2 Booking meeting rooms and event venues 
2.2.1 Types of spaces 
The service provider undertakes to provide meeting rooms and event venues as required on any day of the year. These spaces shall be equipped with the necessary technology and facilities to host corporate events, including but not limited to projectors and projection screens, high speed Wi-Fi, sound systems, and catering services if required. The service provider shall guarantee the availability of these spaces within the advance notice period specified in the “Booking procedure” section below.
2.2.2 Cancellation policy 
The Delegation of the Government of Catalonia to the United States of America and Canada may cancel any venue booking without penalty by notifying the hotel in writing at least 24 hours prior to the start of the event. 


If, due to unforeseen circumstances, the service provider is unable to accommodate a booking, it undertakes to arrange an alternative venue of equal or greater capacity and quality at no additional cost to the Delegation of the Government of Catalonia to the United States of America and Canada.
2.2.3 Booking procedure 
The Delegation of the Government of Catalonia to the United States of America and Canada shall book venues by sending a written request to the service provider via email at least two weeks prior to the date of the planned event. The request shall include the dates of the event, the type and number of spaces required, the capacity required, and any special requests. The service provider shall confirm the booking by responding to the email within three business days from the request.
2.3 Other services
Catering
2.3.1 Catalan buffet
The buffet must include products of Catalan origin and/or style, such as pa amb tomàquet tomato bread, cheese, cold cuts, potato omelettes, olives, nuts, fruit, sweets, desserts and drinks such as wine, water, soft drinks, and coffee/tea. The exact contents of the buffet are subject to change as needed.
2.3.2 Additional details
2.3.2.1 Advance notice
The service shall be requested at least two weeks in advance and the dishes shall be decided together with the service provider according to the following criteria:
-	Number of guests
-	Specifications of the venue
-	Reason for or theme of the event
-	Seasonal availability
2.3.2.2 Type of goods
Upon request, arrangements shall be made to ensure the availability of Catalan wine and food for receptions and events organized by the Delegation. The service provider undertakes to offer fresh, high-quality goods and to work with the Delegation to select a variety of dishes combining vegetarian and meat options, as well as nut-free, lactose-free and gluten-free dishes. The service provider shall review the menus against these criteria together with Delegation staff before they are approved. They shall ensure that the goods are adequately protected and maintained at the required temperature and in the proper sanitary conditions during transportation.
2.3.2.3 Presentation and preparation
The service provider shall prepare the dishes in advance and provide the necessary equipment to keep them in the required condition at the time of serving. Cold dishes may be prepared on site.
2.3.2.4 Uniformed waiters and support staff for receptions and events


The ratio of staff to guests shall be as follows: 
-         For buffet service, for every 50 guests there shall be at least: one bartender and three waiters.
2.3.2.5 Provision of furniture and audiovisual equipment (microphones, loudspeakers, etc.) 
Upon request, the service provider shall supply the necessary furniture for the events, including chairs, low tables, and tall boy tables, as well as tablecloths, kitchen utensils, cutlery, glassware, and tableware, ensuring that everything is of good quality. 
2.3.2.6 Decoration and layout
If requested, the service provider shall supply and set up decorations for the venue. Decorations include flower arrangements, flags (provided by the Delegation), and banners (provided by the Delegation).
The service provider shall advise on the arrangement and layout of tables and chairs according to the specific needs of each event.
2.3.2.7 Pick-up and cleaning
The service provider shall be responsible for picking up and cleaning the facilities.
2.3.2.8 Waste and sustainability
The service provider undertakes to manage waste responsibly, to recycle as much as possible, and to minimize the environmental impact of events. The use of recyclable or biodegradable materials and the promotion of sustainable food preparation and serving practices shall be considered an advantage.
2.3.2.9 Food safety regulations
The service provider must strictly comply with all local and national food safety and sanitary regulations. These obligations include, but are not limited to, the proper handling of food, the use of appropriate clothing and equipment, the maintenance of a clean and safe environment, and the proper training of staff in these matters.
2.3.2.10 Responsibility for incidents
The service provider shall take responsibility for any incidents relating to the catering service, including possible food allergies or food poisoning, and shall have a plan of action for these situations.
2.3.2.11 Service monitoring and review
The Delegation shall monitor and review the catering service and venue conditions to ensure that the established standards of quality and satisfaction are met. This review may include satisfaction surveys, follow-up meetings, etc.

3.  OBLIGATION TO PROVIDE INFORMATION

The service provider undertakes to provide the Delegation with all necessary and relevant information relating to the booking of event and meeting spaces and catering services. This includes, but is not limited to, confirmation of bookings, cost breakdowns, any changes to previous arrangements, and any possible disruptions or issues. Information must be provided in sufficient time to allow the Delegation to make informed decisions. In the event of a dispute, the service provider shall provide the Delegation with any supporting documentation or evidence relevant to the service in question. The Delegation reserves the right to request additional information or clarification as deemed necessary to ensure transparency and satisfaction with the venue and catering services. Both parties recognize the importance of open communication and undertake to cooperate fully in a spirit of mutual understanding and trust.

4. DATA CONFIDENTIALITY

The service provider shall maintain the confidentiality of any non-public information that may come to its knowledge during the performance of the contract. 
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