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ANNEX A

LIST OF MEETING (GOOD AND SERVICE) REQUIREMENTS TO BE PROVIDED AND COVERED BY THE GOVERNMENT OF THE REPUBLIC OF SLOVENIA FOR THE SERVICING OF THE 23ND ORDINARY MEETING OF THE CONTRACTING PARTIES TO THE CONVENTION FOR THE PROTECTION OF THE MARINE ENVIRONMENT AND THE COASTAL REGION OF THE MEDITERRANEAN AND ITS PROTOCOLS. PORTOROS, REPUBLIC OF SLOVENIA, ON 05-08 December 2023
	MEETING ROOMS

- The Premises shall remain at the disposal of UNEP 24 hours a day, from a minimum of one day prior to the Meeting until a minimum of one day after its close (ref: Article IV, Par. 1).

- Minimum operational timings illustrated in each room/office/area as below. 

- Meeting venues preferred to have natural day light to the extent possible

	Plenary Hall (Meeting Venue A)
	Equipment/Specifications 
(backup/contingency measure to be in place for equipment)

	Dates needed:
	5 Days:

· 1 day for set-up: 04/12/23, from 08.00 AM

· 4 days for meetings:  

05/12/2023 through 08/12/2023 inclusive 

· venue should be operational from 07.30 AM until midnight each day.
	1) Audio Equipment (e.g. speakers, cabling, consoles for (260) participants)

2) Reciprocal simultaneous interpretation equipment between four languages: English, French, Arabic, Spanish (3 double and one triple booth) with headsets/receivers, microphones and monitors), which conform to the standards set by the Association of International Conference Interpreters (AIIC)

3) Sound system and facilities for sound recording from the floor (e.g. to MP3 files)

4) One or two projector(s) (min 5000 ansi lumen) depending on the room layout

5) One (1) or two (2) projection screen(s) (approximately 3mx4m each (tbc-based on the setup)) for presentations and projection of video (incl. sound) should be available

6)  Three (3) laptops
a. One at the podium/head table (connected to the projector(s)) and 
b. On one of the secretarial support desks  
c. One for video conferencing (see below)
(minimum laptop requirements: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port(Intel PRO 1000+ Network Interface Card or equivalent Adapter), 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN);

7) One (1) Laser printer (B&W min 35ppm), shared (including toner and paper) connected on the laptop for secretarial support

8) LCD/LED screens:

a. Two (2) LCD/LED screens: including frame/self-standing support (base) (minimum 50 inches each) for viewing of presentations from head table; 

b. One (1) LCD/LED (minimum 50 inches with USB port) screen positioned outside the venue for presenting the agenda

c. Depending on the setup, additional two to four (2-4) LCD/LED screens (minimum 50 inches each) shall be ensured in the plenary including frame/self-standing support (base) for delegates as well as

d. Four (4) x  LCD/LED screens (min:19”) in interpretation booths (one in each booth in order to follow the proceedings and presentations;

9) Wi-Fi internet access for all Participants in all rooms and common areas, with adequate bandwidth for downloading documents/accessing emails by participants; 

10) Electrical sockets for all Participants’ laptops at each table and in proximity to the theatre style setup seats;

11) Desktop Microphones 

a. Ten (10) head table conference microphones; 

b. One (1) podium microphone;

c. 120: 110 for classroom + 10 for side row) Conference microphones for the floor (on average 1 per each 2 active delegates) 

12) Two (2) Wireless microphones; 

13) Two hundred and sixty (260) headsets/receivers 

14) Personnel for headset/receiver distribution 

15) Twenty-six (26) flag poles;

16) 26 Flags (approx. 1.5mx2m):

a.  21 of contracting parties (countries), 

b. 1 for EU, 

c. 3 for UN, 

d. 1 host country

17) Ongoing coffee break arrangements outside/proximity to the venue for the meeting dates as per description at Hospitality Section, for 260 pax daily (except only for half day (afternoon) on the last day).

18) Glasses, water jugs (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 3 servings a day)

19) Video Conferencing equipment (Main Venue) 

Video conferencing equipment which will allow connection to online platforms (e.g. MS Teams, Skype – platform profile/accounts will be provided by UNEP/MAP) for remote participation to the meetings. Two-way video/audio communication to be facilitated. Peripherals (e.g. cables) to setup accordingly and distribute the signal to the room’s screens and monitors/speakers shall be provided. 

Minimum specifications:

i.
Web presenter (min: HDMI streaming signal, HDMI connection (in/out), USB connection, Audio input/output)

ii.
HD Camera (min: full HD, optical zoom 30x, digital zoom 90x, MP4 output, HDMI/USB connectivity, 8 MP, 30 FPS)  and

iii. 3-way/pan and tilt head floor tripod, to support above camera, min 1.4m height
iv. Video conferencing equipment shall be connected to the laptop (referenced above). Video output shall be presented through projector/monitors (specified above) and audio input/output through central audio equipment (alsio specified at above). Necessary cabling to be provided by the service provider.

	Floor layout and furniture:
	
Meeting Venue A to accommodate approximately 260 delegates:

1. 220 participants classroom seat style, equipped with tables, chairs (two seats/chairs allocated per desk for the classroom seat style arrangement) 

2. 25 theatre style setup (chairs) behind the classroom style setup. 

3. 15 participants seating arrangements with desks and chairs of one vertical/side row (starting vertically from 1st classroom style row) for approximately 15 seats (i.e. left or right of the venue).

Additional setup arrangements
a. Elevated (on stage) head table to accommodate:
10 participants (with second row of chairs, i.e. max 20 persons on stage) and 1 podium on stage

Note: Head table set up to be arranged so as to ensure visibility to the projection screen(s) from the plenary (e.g. head table not blocking visibility) – depending on the height of the stage, adequate space to be ensured in the front before the classroom setup begin: ~4 meters
	

	
	For definition of venue’s total capacity: the following spaces and setup shall be considered (additional to the above plenary configuration):


b. Space shall be allocated to accommodate and establish elevated interpretation booths next/close to each other to ensure ample visibility to the head table/projection screens.:


i. 3 double interpretation booths 

ii. 1 triple interpretation booth 

iii. Technicians desk and equipment (approx. 2 desks next/very close to the booth)
*minimum 2m free space in front of the booths to be ensured


c. Space shall be allocated to accommodate and establish the display of flagpoles and flags (25).

d. Minimum 3 main vertical corridors to be ensured: for easier entrance/exit of all participants towards exit/emergency exit:

i. 1 wide in the middle (approx.: 2-3 meters)

ii. 1 in each side (left/right) and

iii. 1 in the back -behind the theater style setup

e. Space shall be allocated at the back of the venue (or elsewhere as appropriate and depending on the venue’s setup) to facilitate establishment of Standing Video Cameras for possible Press Coverage.

f. Space ensured for installation of standing LED/LCD monitor screens (without compromising corridor space):

iv. in front of the head table, facing the head table

v. in the middle of each side (left/right) of the venue to facilitate visual access to the presentation screen from the rear seats.

vi. additional screens may be inserted, depending on the venue’s setup to facilitate visual access to the presentation screen.
g. Space shall be allocated and establishment of headset distribution desk at the entrance (inside or outside of the venue

h. Space shall be allocated and establishment of document distribution desk at the entrance (inside or outside of the venue

i. Space shall be allocated next to the head table stage for one desk with two chairs for secretarial support

j. Space to be allocated either in the middle (left/right side of the room) or at the rear (behind the style setup) of one desk with 2 chairs for secretarial support


	

	Languages
	Languages Spoken in ‘Meeting Room A’ through simultaneous interpretation: English, French, Spanish, Arabic.
	


	Working Group (Meeting Venue B)
	Equipment/Specifications

	Dates needed:
	4 Days:

· 1 day for set-up: 04/12/2023, from 08.00 AM

· 3 days for meetings: from 05/12/2023, 09.00 through 07/12/2023 inclusive
· Venue should be operational, from 07.30 AM until midnight every day.
	1) Audio Equipment (e.g. speakers, consoles for 40 participants) 

2) Reciprocal simultaneous interpretation equipment between two languages: English, French (two double interpretation booths with headsets/receivers, microphones and monitor), which conforms to the standards set by the Association of International Conference Interpreters (AIIC), 

3) Sound system and facilities for sound recording from the floor (to MP3 files);

4) One (1) projector (min 3,500 ansi lumen) connected to: 

5) One (1) laptop at the head of the U shape 
(with minimum laptop requirements: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN);

6) One (1) projection screen for presentations (minimum 2mx3m) and projection of video signal should be available;

7) Three) monitors LCD/LED screen (minimum 50 inches) including frame/self-standing support (base) for viewing of presentations from head table the side of the U shape and

8) Two (2) LCD/LED screens (min 19”) in interpretation booths; 

9) Wi-Fi internet access for all Participants in all rooms and common areas, with adequate bandwidth for downloading documents by participants; 

10) Electrical sockets for all Participants’ laptops at each table;

11) Microphones 4 head table conference microphones; 16 Conference microphones for the floor (1 per each 2 active delegates) 

12) 1 wireless microphone;

13) Forty (40) headsets/receivers 

14) Personnel for Headset/receiver distribution

15) Two (2) flag poles and two (2) UN flags.

16) Glasses, water jugs (tap water if water is drinkable or mineral water) with frequent replenishment (at least 2 starting afternoon of 1st day and at least 3 each following day)

	Floor layout and furniture:
	Meeting Venue B to accommodate approximately 40 participants:

· U Shape/Classroom style setup depending on the venue’s layout, equipped with tables, chairs (double row i.e. a row of chairs behind each side of the U shape);

· Head table for 5 (5 chairs at front row and 5 chairs on back row);

· 1 Large table for document distribution;

· 2 Large tables for headsets distribution; 

· Space for 2 double interpretation booths (elevated, if possible).
	

	Languages
	Languages Spoken in ‘Meeting Venue B’ through simultaneous interpretation: English, French.
	


	Venue for Side Events (Meeting Venue C)
	Equipment/Specifications

	Dates needed:
	5 Days:

· 1 day for setup: 04/12/2023, from 08.00 AM 

· 4 days for meetings. 

From 05/12/2023, from 07.30 AM through 08/12/2023
· venue should be operational, until midnight each day.
	1) Audio Equipment (e.g. speakers, consoles, for 50 participants),

2)  Five (5) desktop microphones on head table and

3)  Two (2) Wireless Microphones;

4) One (1) projector (min 3,500 ansi lumen), 

5) One (1) projection screen (2mX3m) and,

6) One (1) laptop (with minimum: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN);

7) Wi-Fi Internet access with adequate bandwidth for downloading documents;

8) One (1) LCD/LED screen (minimum 50 inches) including frame/self-standing support (base) for viewing of presentations from head table.

9) One (1) LCD/LED screen (with USB port): including frame/self-standing support (base) (minimum 50 inches): outside the venue for presenting the agenda

10) Power extension cables to ensure connectivity of 7 participants on head table; and for additional 10 participants in the audience;
11)  Glasses, water jugs on the head table (tap water if water is drinkable or mineral water) with frequent replenishment: (for 2- 4 hrs daily e.g. 13.00-15.00 (and/or 18.00-20.00) - at least 3 servings a day)

	Floor layout and furniture:
	Meeting Venue C to accommodate approximately 50 participants:

· Elevated head table and chairs of 7 participants. 

· 50 participants, theatre style

Notes: 

- Meeting Venue A could also be used as spare for the last day only (morning session) for side events for 50 participants.

- Head table set up to be arranged so as to ensure visibility to the projection screen(s) from the plenary (e.g. head table not blocking visibility) – depending on the height of the stage, adequate space to be ensured in the front before the theater setup begins: ~ 4 meters


	


	OFFICES
	

	Office A (Report Writers)
	Equipment/Specifications

	Dates needed:
	6 Days:

· 1 day for set-up: 04/12/2023 from 08.00 AM

· 4 days for meetings and 1 day after the meeting

from 05/12/2023 through 09/12/2023 inclusive 

· Office should be operational 24hrs each day.
	1) Two (2) laptops with minimum: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN; Internet connection with adequate bandwidth for downloading documents ;

Laptops connected to:

2) One (1) Laser printer (B&W min 35ppm), shared (including toner and paper) and, 

3) Power extension cables to ensure connectivity of 10 participants; 

4) Ongoing coffee break arrangements in the room for the meeting dates as per description at Hospitality Section, for 8 pax daily.

5) Glasses, water jugs (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 3 servings a day and 1 service for evening session)



	Floor layout and furniture:
	Office ‘A’, close to the meeting Venue A and Office Bii, to accommodate the team of [8-10] report writers and [2] English Language secretaries, typists. 

This office should be equipped with: 

-12 Large tables

-12 Chairs


	


	Office Bi (Secretariat)
	Equipment/Specifications

	Dates needed:
	5 Days:
1 day for set-up: 04/12/2023 from 08.00 AM
· 4 days for meetings.

from 05/12/2023 from 07.30 AM through 08/12/2023 inclusive 

· venue operational until midnight each day.
· Close to the meeting Venue A
	1) Two (2) laptops with minimum requirements: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN); Internet connection with adequate bandwidth for downloading documents 

Laptops connected to: 

2) One (1) photocopy machine minimum printing capacity of 35 ppm, B&W, printing double face, with sorter and stapler, including toner and paper; (Scanning, Printing Photocopying Functionality is needed);

3) Power extension cables to ensure connectivity of 10 participants; 

4) Ongoing coffee break arrangements in the room for the meeting dates as per description at Hospitality Section, for 10 pax daily.

5) (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 3 servings a day)



	Floor layout and furniture:
	Office ‘Bi, to accommodate the Secretariat (10 participants). 
Equipped in total with:

· 7 tables/desks

· 1 round table

· 10 chairs, 


	


	Office Bii (Conference Paper Preparation Team)
	Equipment/Specifications

	Dates needed:
	6 Days:


· 1 day for set-up: 04/12/2023 from 08.00 AM. 

· 4 days for meetings from 05/12/2023, from 07.30 AM through 09/12/23 inclusive and 1 day after the meeting

· Office should be operational 24hrs each day.
· Close to the meeting Venue A, Office A and Office Bi

	1) Five (5) laptops with minimum requirements: (Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN);Internet connection with adequate bandwidth for downloading documents and 

Minimum two Laptops connected to:

2) One (1) Laser printer (~35 ppm, B&W), shared (including toner and paper),

All laptops to be connected to:

3) Two (2) heavy duty photocopy machines (minimum printing capacity of 50 ppm, B&W each), printing double face, with sorter and stapler, including toner and paper; (Scanning, Printing, Photocopying Functionality is needed). Photocopy Machines to be connected to laptops in secretariat;

4) Five (5) 22-inch LED/LCD screens connected to the 5 laptops above

5) Power extension cables to ensure connectivity of 10 participants; 

6) Ongoing coffee break arrangements in the room for the meeting dates as per description at Hospitality Section, for 10 pax daily.

7) Glasses, water jugs (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 3 servings a day and 1 service for evening session)



	Floor layout and furniture:
	Office Bii’, to accommodate Document Preparation team (Bii), eight (8) participants.

Equipped in total with: 

8 tables/desks and, 

10 chairs; 


	


	Office ‘C’ (Consultation meetings/Interpreters/Declaration)
	Equipment/Specifications

	Dates needed:
	5 Days:

1 day for set-up 04/12/2023from 08.00 AM.

4 days for meetings from 05/12/2023, from 07.30 AM through 08/12/2023 inclusive.
	1) One (1) laptop with minimum requirements: (Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN) 

Laptop connected to:

2) One (1) Projector min 3500 ansi lumen 

3) One (1) projection screen min (2x2), internet connection with adequate bandwidth for downloading documents).

4) Power extension cable to ensure connectivity of 20 participants;

5) (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 3 servings a day)



	Floor layout and furniture:
	Office ‘C’ to accommodate parallel consultation meetings/declaration (approximately 20 participants). 

This office should be equipped with tables, 20 chairs in U shape. 


	


	Office ‘D’, (Senior Management office)
	Equipment/Specifications

	Dates needed:
	5 Days:

· 1 day for set-up: 04/12/2023from 08.00 AM (setup to be concluded as early as possible: meetings will start in the afternoon of the 06 December 2021).

· 4 days for meetings from 05/12/2023, from 07.30 AM through 08/12/2023 inclusive, 

· venue operational 24hrs each day
	1) Internet connection with adequate bandwidth for downloading documents 

2) Power extension cable to ensure connectivity of 6 participants

3) Ongoing coffee break arrangements in the room for the meeting dates as per description at Hospitality Section, for 6 participants daily (including set up date)

4) (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 2 servings a day: morning/afternoon)

5) One (1) laptop with minimum: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet, Shared Drive through LAN/WAN; Internet connection with adequate bandwidth for downloading documents ;

Laptops connected to:

6) One (1) Laser printer (B&W min 35ppm), shared (including toner and paper)



	Floor layout and furniture:
	Office ‘D’ If possible, close to the main meeting room, to accommodate the Executive Director of UN Environment and MAP Coordinator. This office (maximum 6 participants) should be equipped with:

· Two (2) desks-tables,

· Two (2) armchairs, 

· One sofa

· One (1) meeting table with 10 chairs 
	


	Office ‘E’, (MAP Officers/RACs/Consultations/Press)
	Equipment/Specifications

	Dates needed:
	5 Days:

· 1 day for set-up: 04/12/2023from 08.00 AM

· 4 days for meetings from 05/12/2023, from 07.30 AM through 08/12/23 inclusive. 

· venue operational until midnight each day
	1) Power extension cable to ensure connectivity of 12 participants

2) Wi-Fi Internet access with adequate bandwidth for downloading documents



	Floor layout and furniture:
	Office ‘E’, if possible, close to the main meeting venue A to accommodate MAP officers including the Directors of the regional Activity Centers. This office should be equipped with one meeting table with 12 chairs.
	


	Office ‘F’, Delegation Consultations
	Equipment/Specifications

	Dates needed:
	4 Days:

· 1 day for set-up: 04/12/2023 from 08.00 AM (setup to be concluded as early as possible: meetings will start in the afternoon of the 04 December).

· 3 days for meetings from 05/12/23, from 07.30 AM through 07/12/23 inclusive, 

· venue operational until midnight each day.
	1) Power extension cable to ensure connectivity of 20 participants

2) One (1) Projector min 3,500 ansi lumen connected to: 

3) One (1) laptop with minimum requirements: (Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet) 

4) One (1) Projection screen min (1.5mx1.5m)

5) Wi-Fi Internet access with adequate bandwidth for downloading documents

6) (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 2 servings a day: morning and afternoon)



	Floor layout and furniture:
	Office ‘F’, equipped with tables and chairs and the necessary facilities for the press/delegation meeting(s) in U shape setup for 20 participants.
	


	Office ‘G’, Heads of Delegations
	Equipment/Specifications

	Dates needed:
	2 Days:

1 day for set-up: 06/12/2023 from 08.00 AM.

1 day for meetings: 07/12/23 from 07.30 AM

operational until midnight 
	1) Power extension cable to ensure connectivity of 25 participants

2) Ongoing coffee break arrangements in the room as per description at Hospitality Section, for 25 pax daily

3) Wi-Fi Internet access with adequate bandwidth for downloading documents

4) Ongoing coffee break arrangements in the room for the meeting dates as per description at Hospitality Section, for 25 participants 


5) (tap water if water is drinkable or mineral water) with frequent replenishment: (at least 2 servings a day: morning/afternoon)



	Floor layout and furniture:
	Office ‘G’, to accommodate Delegates/Heads of delegations/Representatives and President of the Bureau (maximum 25 participants). This office should be close to the Main Meeting Venue A and should be equipped with

· sofas, 

· coffee tables, 

· chairs and 

· coffee station for 25 participants.
	


	AREAS/OPEN SPACES
	

	Area ‘A’/Reception
	Equipment/Specifications

	Dates needed:
	5 Days:

· 1 day for set-up: 04/12/2023 from 08.00 AM.

· 4 days for activities from 05/12/23, from 07.30 through 08/12/23 inclusive.
	1) Wi-Fi Internet access with adequate bandwidth for downloading documents.

2) Power extension cable to ensure connectivity of 4 participants

3) One (1) laptop with minimum requirements: (Intel i3 with 4 USB ports, 8 GB RAM, LAN Port, Intel PRO 1000+ Management Adapter Network Interface Card, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet)

4) Two (2) LCD/LED screens (with USB port)-connected to the laptop: including frame/self-standing support (base) (minimum 50 inches each): 1 for presenting the agenda and 1 for the list of Venues/Video 

	Floor layout and furniture:
	Area ‘A’, outside the Main meeting room A, equipped with: 

· Three (3) tables, 

· Three (3) chairs, to be used for the reception of Participants.

	


	Area ‘B’/ Exhibitions/Exhibition Booths
	Equipment/Specifications

	Dates needed:
	5 Days:

· 1 day for set-up: 04/12/2023 from 08.00 AM.

· 4 days for activities from 05/12/23, from 07.30 through 08/12/23 inclusive. 
	1) Space for 10 Exhibition booths (6m2 each) shall be allocated, possibly in the common areas and close to the main meeting venue.

2) Wi-Fi Internet access with adequate bandwidth for downloading documents shall be ensured.

The booths rental will be optional and an ad hoc service, itemized costs shall be established prior to the meeting. 

For each booth: 

a. Display wall panel (to hung/pin material), 

b. Electricity Plugs., 

c. LCD/LED screens, 

d. Tables and Chairs

e. Power extension cable to ensure connectivity of 40pax:  10 booths (~4 per booth)



	Floor layout and furniture:
	Area ‘B’ to accommodate exhibitions/exhibition booths.
	


	Area ‘C’: Accreditation and Photo Badge Issuance Desk (to be confirmed, subject to UNDSS recommendation)
	Equipment/Specifications

	Dates/Time:
	5 Days:

· 1 day for set-up: 04/12/2023from 08.00 AM.

· 4 days for meetings from 05/12/2023, from 07.30 through 08/12/2023 inclusive.
	To be confirmed subject to UNDSS recommendation:

1) 3 Laptops with minimum requirements: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Badge creation software, Connected to Internet, with: 

2) Three (3) x Digital cameras for color pictures (minimum 5 Mpixels) connected to the two laptops above

3) Laptops Connected to three (3) shared color laser printers (min: 10ppm, A4 BW) that can also print/produce hard-case color badges (incl. toner)
4) Laptops loaded with badge creation software
5) 300 compatible badges and ribbons + 50 spare

6) Wi-Fi Internet access with adequate bandwidth for downloading documents.

7) Power extension cable to ensure connectivity of 8 devices



	Floor layout:
	Area to be allocated in visible, main, access point to the conference areas/meeting rooms.

Desk with 3 queuing positions. 

3 Desks with chairs for Accreditation & Registration. 


	


	IT access point :
	Equipment/Specifications

	Dates needed:
	5 Days:

· 1 day for set-up: 04/12/2023 from 09.00 AM.

· 4 days for meetings from 05/12/23, from 07.30 through 08/12/23 inclusive.
	· Two (2) laptops with minimum requirements: Intel i3 with 4 USB ports, 8 GB RAM, Ethernet LAN Port (Intel PRO 1000+ Network Interface Card or equivalent Adapter),, 80 GB hard disk drive SATA or better, VGA card with a minimum of 256 MB, 14" LCD color monitor, USB Mouse, USB 2 Keyboard 105 Keys US layout, MS Windows (US English version), MS Office 2010 (US English), English Keyboard, Antivirus software installed, Skype installed, Connected to Internet connected to: 

· One (1) laser printer (25ppm, B&W) incl. toner and paper

	Floor layout and furniture:
	Two (2) Desks with two (2) chairs each.


	


	Other (indicative)

	· Wi-Fi connection in all areas of the venue with adequate bandwidth (for downloading/exchanging documents and accessing emails) and to allow simultaneous access to all meeting’s laptops indicated above and to all participants (2 devices on average for each participant)
· Digital recording equipment to record the proceedings of the meetings in the main meeting room A and B (Floor and sharing of media (CD/DVD/USB key) following the proceedings)
· Glasses, water jugs (tap water if water is drinkable or mineral water) with frequent replenishment
· Secured network infrastructure to be provided. All the Laptops (number of Laptops as above mentioned) where “LAN/WAN shared drive” is indicated should be connected through secured network infrastructure in order for them  to be connected to the LAN and to access internet.
· All laptops should have access to Internet
· 28 Flag Poles (as per above requirement) and flags
· 300 badges for participants (plus 50 spare) and equipment to produce color photo badges during the meeting. (Badges to include photo of participant in line with security and access provisions; Special equipment for photo registration to be also provided at registration desk for ad hoc registrations) Setup of area as per Accreditation section above

· Security and Access provisions in line with UN security specifications. Security Personnel and Infrastructure in line with UN Security requirements

Stationery (to be available from 04/12/2021, at 08.00).
Stationery required for the proper functioning of the meetings:

· Pads, A4: 400 for the delegates (and in all rooms)
· Pens: 400 blue for participants (and in all rooms)
· Reams of photocopying paper: 50 reams (500 sheets per ream)
Optional:

· Hand staplers and corresponding staples: 5
· Large stapler and corresponding staples: 2
· Staple removers: 3
· Scissors: 2
· Punches: 2
· Rolls of scotch tape: 5
· File folders, plastic: 10
· Boxes of large paper clips: 5

	


Notes:

a) Setup should start on 04/12/2023as at 08.00 AM and should be concluded preferably by mid-day.

b) Offices and venues should be ideally in the same floor or in close proximity to each other.

c) Restricted access to the offices and venues should also be foreseen (through e.g. limited access points or through established security checks at key points), as appropriate.

A First Aid Station shall be available from 05/12/2023, from 08.00h, through 08/12/2023 inclusive.

Hospitality

Ongoing coffee break (min: tea/coffee/juice/cookies/water) to be available in Coffee Stations for all meeting days and for all participants. Stations should be established - in proximity - to the Venues and offices stated above, whereas stations shall be established -in- certain rooms as specified explicitly above. (05/12/2023, from 08.00h, through 08/12/2023 inclusive.).

ANNEX B

LOCAL STAFF/SERVICES TO BE PROVIDED FREE OF CHARGE BY THE GOVERNMENT OF THE REPUBLIC OF SLOVENIA FOR THE SERVICING OF THE 23rd ORDINARY MEETING OF THE CONTRACTING PARTIES TO THE CONVENTION FOR THE PROTECTION OF THE MARINE ENVIRONMENT AND THE COASTAL REGION OF THE MEDITERRANEAN AND ITS PROTOCOLS. PORTOROS, REPUBLIC OF SLOVENIA, ON 05-08 December 2023
Tentative Availability: 04 - 08 December 2023
· Liaison officer responsible for organizational arrangements for the duration of the meeting as well as for two (2) days prior to the meeting and one (1) day after the meeting;

· Clerks/hostesses English and/or French speaking for the period of the meeting for registration and IT access point;

Technical Staff in support of requirements in Annex A

· Adequate technical personnel and sound technicians to operate the simultaneous interpretation and recording equipment for the duration of the meeting;

· Staff to circulate and collect headsets/receivers/headphones

· Electrician available for the period of the meeting and setup day;

· Photocopy technician to be available on a 24 hours stand-by basis for the period of the meeting and setup date;

· Computer technician/engineer to be available on a 24 hours stand-by basis for the period of the meeting and setup date;

· Cleaners, Caterers and other personnel required for the proper functioning of the meeting present during the meeting;

· Security and medical Personnel

· Personnel to handle accreditation badge production system

ANNEX C

SIDE EVENTS, HOSPITALITY, COMMUNICATION AND DOCUMENTATION PROVIDED BY THE GOVERNMENT OF THE REPUBLIC OF SLOVENIA: 23rd ORDINARY MEETING OF THE CONTRACTING PARTIES TO THE CONVENTION FOR THE PROTECTION OF THE MARINE ENVIRONMENT AND THE COASTAL REGION OF THE MEDITERRANEAN AND ITS PROTOCOLS.  PORTOROS, REPUBLIC OF SLOVENIA, ON 05-08 December 2023
1.
Side Events

The Government, at its own expense, may organize any side events such as workshops, exhibitions etc. for the enlisted Participants after consultation with UN Environment. The Government has the right to make any change on the side events organized by it, in particular as regards content, number of participants and timing, in consultation with UN Environment.

2.
Hospitality

In addition to hospitality indicated in annex A, the Government may provide and cover the costs of activities related to further hospitality.

3.
Communication and Documentation 

The Government may provide at its own expense:

· Adequate equipment and technical and/or support personnel for photography and visualization of the activities;

· The appropriate promotional materials and supplies like documents, tools, films etc. introducing the efforts of the Republic of Slovenia on the protection of the marine and coastal environment.

ANNEX D

LIST OF OTHER MEETINGS SERVICE REQUIREMENTS, PROVIDED BY THE SECRETARIAT FOR THE 23rd ORDINARY MEETING OF THE CONTRACTING PARTIES TO THE CONVENTION FOR THE PROTECTION OF THE MARINE ENVIRONMENT AND THE COASTAL REGION OF THE MEDITERRANEAN AND ITS PROTOCOLS. PORTOROS, REPUBLIC OF SLOVENIA, ON 05-08 December 2023
1. Document Translation Services for pre-session, in-session, post-session meetings. (EN<>FR; EN>AR; EN>ES

2. Simultaneous Interpretation Services in Four Languages (EN<>FR; EN<>AR; EN<>ES) for Main Venue (Plenary Hall) and during 05/12/2023-08/12/2023.

3. Simultaneous Interpretation Services in Two Languages (EN<>FR) for Working Group (Meeting Room B) and during 05/12/2023-08/12/2023.

4. Report Writing Services during 05/12/2023-09/12/2023
5. Travel Arrangements for Delegates, Keynote Speakers, MAP Staff

ANNEX E

CORONAVIRUS (COVID-19) – To be updated as necessary
1.
The World Health Organization (WHO) has declared the Coronavirus (COVID-19) a ‘Public Health Emergency of International Concern.’  The following arrangements shall be in place in order to ensure the prevention and treatment of COV-19, including, if necessary, the quarantine of those UNEP personnel and all meeting participants that test positive for the virus.  

2.
The Government shall effective immediately provide UNEP with up to date local health advice before and during the Meetings on the state of COVID-19 in Slovenia. The Government shall also alert UNEP to any public health measures that have been put in place and that would apply to UNEP personnel and meeting participants, including screening measures imposed by Government authorities.    

3.
As preparation for the Meetings, UNEP will remind all participants of what precautions to take against getting COVID 19 and where to obtain medical support at the location of the Meetings should they become unwell.  

4.
The Government will take adequate measures to ensure that all areas of the Premises are adequately cleaned and that hand sanitizer is available in all meeting rooms and at hospitality events.  

5.
The Government and UNEP will prepare a standard operating procedure on what to do if a UNEP personnel or meeting participant becomes unwell on the Premises.  This should include how to coordinate getting access to medical care for the participants, as well as any necessary cleaning/disinfection in the Premises.  The procedure shall be tested in coordination with local health authorities and local referral hospitals no later than one month before the start of the Meetings. 

6.
The Government should be prepared to link UNEP personnel and participants with paramedics, and other emergency responders immediately.   

7.
All medical staff that are assigned to the medical facility at the Premises as well as at local hospitals to which UNEP personnel and meeting participants may be transported should know how to administer supportive care to suspect/confirmed COVID 19 cases, especially for cases with complications.  Medical personnel conversant in English and/or translators shall be made available.  To that end the Government shall assess the capability of its medical facilities and medical staff to meet expected needs and identify actions needed to fill gaps and take action to fill those gaps.  The Government shall also finalize contractual agreements if necessary and develop specific protocols in order to allow UNEP personnel and meeting participants access to these facilities.  This shall include facilities for the quarantine of UNEP personnel and meeting participants at medical centers, if deemed to be necessary.    

8.
Government medical personnel should familiarize themselves with WHO’s 2019-COVID 19 technical guidance including on diagnosis of cases, clinical management and stay up to date on any new developments on the COVID 19 virus, including vaccination and therapeutics.  For more information, see https://www.who.int/emergencies/diseases/novel-coronavirus2019/technical-guidance.  The most recent version is attached.  

9.
The “Novel Coronavirus (2019 – NCOV) preparedness and response: A Checklist for UN Duty Stations” is attached for the Government’s review and action, as appropriate.  

10.
The Government appoints as liaison office the Provincial Directorate of Environment and Urbanization in Portoros and UNEP appoints as liaison office the Coordinating Unit of UNEP/MAP, who shall be responsible for coordination of any action under this Annex.
Appendix I: Infection prevention and control during health care when novel coronavirus (nCoV) infection is suspected: Interim guidance (25 January 2020) : https://www.who.int/publications/i/item/10665-331495
Appendix II: Novel Coronavirus (2019 – NCOV) preparedness and response: A Checklist for UN Duty Stations: https://www.un.org/sites/un2.un.org/files/coronavirus_checklist_dhmoshph.pdf
ANNEX F
COST COMPARISON, INCLUDING DIRECT AND INDIRECT COSTS FOR UNEP, BETWEEN HOLDING THE MEETING IN SLOVENIA AND HOLDING IT AT ATHENS, GREECE. 

COST COMPARISON IN EURO*
	 
	 
	A
	B

	No
	Cost Description
	Meeting Costs for UN (Athens)
	Meeting Costs for UN (Portoroz)**

	
	
	
	

	1
	Venues
	€ 50,000
	€ 0 – in kind

	2
	Coffee Break
	€ 25,000
	€ 0 - in kind

	3
	Interpreters
	€ 130,000
	€ 130,000

	
	Report Writers
	
	

	4
	Doc. Translations
	€ 90,000
	€ 90,000

	5
	A/V and conference equipment
	€ 20,000
	€ 0 - in kind

	6
	Stationery
	€ 1,000
	€ 0 - in kind

	7
	Communication/Design
	€ 8,000
	€ 8,000

	8
	Security + exploratory visits
	€ 1,000
	€ 7,000

	 
	Total (A)
	€ 325,000
	€ 235,000

	10
	Secretariat Travel (20 pax/6 days) 
	 
	€ 50,000

	11
	Delegate Travel (20 pax/5 days)
	€ 50,000
	€ 50,000

	 
	Total (B) - Travel
	€ 50,0000
	€ 100,000

	 
	GRAND TOTAL
	€ 375,000
	€ 335,000


*PSC not included
**Items offered by the Host Country in kind are considered as zero cost for UNEP
Parties’ Initials:
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