Call for Proposal: Service Provider for the Opening Event of FNF Baltic States in Vilnius
Full Organization and Logistics Coordination for the High-Level International Conference on Security and Defense
Friedrich Naumann Foundation for Freedom (FNF) is seeking a professional service provider to fully organize and coordinate logistics for the official opening event of its Baltic States office in Vilnius, Lithuania. This event will include a high-level international conference on security and defense, bringing together key stakeholders from politics, military, and civil society.
ABOUT US:
Baltic States - Vilnius "Freedom Center"
The focus of our work is to strengthen security and defense policy cooperation between the Baltic states and Germany - including all member states of the European Union and NATO in the Baltic Sea region. In connection with the permanent stationing of a German Bundeswehr brigade in Lithuania, the foundation supports networking between civil society, military and politics. A second focus is on fostering exchange on innovation and digital transformation.
The foundation has been active in the Baltic states since Estonia, Latvia and Lithuania regained their independence. Since 2024 with its "Freedom Center" in Vilnius.

Scope of Work:
The selected service provider will be responsible for the overall logistical and technical organization of the event, including:
1. Event Venue Preparation & Setup:
· Coordination with Vilnius Town Hall for venue arrangements (NB: the whole venue is already preliminary booked for the 5th June, 2025 and will be paid by the FNF Baltic states (without the additional services). All the additional services (additional hours for the preparation of the venue, staff, equipment) must be included in the proposal together with the costs. 
· Setup of lighting, screen rental, seating arrangement, red carpet, and room layout.
· Provision of professional LED screen for presentations and background with the event title.
2. Catering Coordination:
· Arranging three coffee breaks for approximately 150 guests.
· Welcome coffee: coffee, tea, water/juices, biscuits.
· Mid-session coffee break: coffee, tea, juices, cold sweet and savory snacks (e.g., croissants, bruschettas).
· Lunch-networking session: coffee, tea, soft drinks, juices, cold sweet and savory snacks.
3. Technical and Interpretation Services:
· Arranging simultaneous interpretation in Lithuanian-German-English for 5 hours, including interpreters and equipment.
· Organizing professional live streaming of the event to Facebook (including equipment, technical staff, and stream setup).
4. Photography & Branding Elements:
· Arranging a photo wall for guest pictures.
· Providing professional event photography (5 hours).
· Creation and design of visuals:
· Background for the event screen.
· Social media graphics.
· Event program design and printing (aligned with FNF Vilnius branding).
5. Event Coordination and Guest Management:
· On-site coordination of all elements before and during the event.
· Greeting guests, collecting signatures, and distributing conference materials (name badges with program on backside, interpretation equipment).


Event Details:
· Date: 5 June 2025
· Location: Vilnius Town Hall
· Format:
· Opening speeches
· Two panel discussions (4-5 speakers each)
· Theater seating arrangement
· Total duration: Up to 5 hours
· Expected number of participants: 150

Expected Deliverables:
· Detailed event plan outlining logistical and technical arrangements.
· Successful execution of all event logistics, including setup, catering, technical services, and branding elements.
· High-quality photos and digital content for social media and post-event communication.

Applicants Must:
· Have proven experience in organizing high-level international political events.
· Provide references or a portfolio of previous similar projects.
· Demonstrate the ability to manage all aspects of event logistics and coordination.

Budget:
Applicants must submit a detailed price offer including separate costs for each task. All taxes must be included.

Timeline:
· Deadline for Proposal Submission: 7 March 2025
· Evaluation and Notification of Selected Provider: around 25 March 2025 (FNF Vilnius reserves the right to extend the term).
· Contract Signing and Coordination Kick-off: 1 April 2025
· Event Execution: 5 June 2025

Submission Requirements:
Interested applicants must submit:
· Proposal including a detailed breakdown of costs in price offer (including taxes).
· Company profile and references from similar projects.
[bookmark: _GoBack]Submissions should be sent by 7 March 2025 to:
Email: vilnius@freiheit.org
