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REQUEST FOR PROPOSAL (RFP)  FOR

Exhibition Stand Design & Services –2027
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[bookmark: _Toc355644262]STATEMENT OF CONFIDENTIALITY

All information presented in this document or shared with the addressee, as part of the proposed process, is considered strictly confidential. As such, the addressee should not disclose this document or any attachments completely, or in part, to any third party without the prior written consent of  Ajman Tourism, Culture and Media (ATCM).
The addressee also acknowledges that information shared here within is the intellectual property of Ajman Tourism, Culture and Media (ATCM)  and is subject to a disclosure agreement as recognized by the copyright and intellectual property protection regulations.
[bookmark: _Toc355644263]INTRODUCTION
1.1 [bookmark: _Toc355644264]General
Ajman Tourism, Culture and Media (ATCM)  oversees tourism operators in Ajman as well as tourism destinations through partnerships and international travel and tourism exhibitions.
1.1.1 Our Vision
Charming Emirate and unique tourism experience
1.1.2 Our Mission
[bookmark: _Toc355644265]The Development and sustainability of the emirate’s tourism sector, to make Ajman the destination of choice for all types of tourists through effective, strategic partnerships and continuous innovation. 
Purpose
Our primary objective of exhibition stands is not just to raise Ajman’s brand profile and to promote its offerings, but to create engaging, impressive experiences that will resonate with visitors a long time after the event.

EXHIBITION OVERVIEW & STAND SPACE SCHEDULE
The following exhibition schedule forms part of this combined RFP. All common technical, operational, staffing, hospitality, media and procurement requirements apply to each exhibition unless otherwise approved in writing. 
	Exhibition
	Dates (2026)
	Stand size / space
	Venue / Location

	ITB Berlin
	3–5 March 2026
	Square Meters (m²): 198
	Berlin ExpoCenter City (Messe Berlin), Berlin, Germany

	IMEX Frankfurt
	19–21 May 2026
	Square Meters (m²): 95
	Messe Frankfurt, Frankfurt am Main, Germany

	Arabian Travel Market (ATM)
	17–20 August 2026
	Square Meters (m²): 216
	Dubai World Trade Centre, Dubai, United Arab Emirates

	WTM London
	3–5 November 2026
	Square Metres (m²):224
	ExCeL London, London, United Kingdom

	IBTM World Barcelona
	17–19 November 2026 — 
	Square Metres (m²):128
	Fira Barcelona Gran Via, Barcelona, Spain

	NOTE: Exhibition dates, venues, stand areas, stand dimensions and associated specifications are subject to minor changes if required, subject to organizer confirmation and Department approval.




2.1. [bookmark: _Toc355644270][bookmark: _Toc355644271]SCOPE OF WORK

Stand Design Concepts, Requirements and Ownership:
1. Design Concepts and Creative Direction
All vendors shall develop and submit a minimum of two (2) distinct stand design concepts for consideration by the Ajman Department of Tourism, Culture and Media. The proposed concepts shall be fresh, innovative, contemporary, and visually distinctive, reflecting the identity, positioning, and promotional objectives of Ajman as a tourism destination.
Creativity is a key requirement. The designs shall create an engaging and memorable visitor experience, showcasing Ajman’s unique tourism offerings through an attractive, innovative, and experiential approach. The concepts shall be inspired by the destination’s distinctive cultural, natural, and tourism assets while remaining true to the destination theme, “Sincerely Emirati,” and conveying a welcoming, authentic Emirati identity.

The concepts shall address the following key principles:
· Presentation and Design Authenticity: Reflect Ajman’s destination identity and authentic Emirati character.
· Creativity and Innovation: Introduce distinctive design elements and visitor experiences that attract attention and encourage engagement.
· Sustainability: Incorporate environmentally friendly materials, sustainable design solutions, and practices wherever feasible.
· Functionality and Flexibility: Ensure efficient space utilization, operational practicality, and adaptability to different exhibition requirements.
2. Design Elements and Functional Requirements
Each proposed concept shall incorporate all essential design and operational elements required for the successful implementation of the stand, including, but not limited to:
· Overall stand layout, architectural structure, and spatial planning.
· Branding, visual identity, and destination imagery.
· Co-partner areas and dedicated exhibitor spaces.
· VIP Majlis and hospitality facilities.
· Catering and refreshment facilities.
· Meeting areas, tables, and chairs.
· Interactive displays, digital screens, and multimedia elements.
· Reception counter,co-parts counters ,  storage facilities, lighting, furniture, and other necessary technical and operational components.
The stand shall be designed as an open island stand, accessible from all sides, with the reception positioned prominently and strategically to ensure maximum visibility, accessibility, and visitor engagement.
Space utilization shall be optimized to accommodate the maximum practical number of tables and chairs while maintaining an open, welcoming, and uncluttered environment. Seating and meeting areas shall provide an appropriate level of privacy for co-partners while preserving the overall visibility, accessibility, and visual appeal of the stand.

3. Branding and Visual Identity
The proposed designs shall ensure consistent, prominent, and high-quality representation of Ajman’s destination branding across all visible sides of the stand.
The following branding requirements shall be incorporated:
· Prominent display of the official Ajman logo near the reception and at other strategically visible locations.
· Display of the UAE flag above the Ajman logo, with the country name presented in both Arabic and English, alongside the relevant governmental logo, in accordance with the Department’s branding guidelines.
· Clear and visible display of the “Ajman” destination brand and the slogan “Sincerely Emirati” across all sides of the stand.
· High-quality destination photographs and visual assets on appropriate stand surfaces, with images to be provided or approved by ATDD.
· Consistent application of the approved brand identity, colour palette, typography, and visual guidelines across all exhibition adaptations.
4. Adaptability to Exhibition Requirements
The proposed concepts shall demonstrate flexibility and adaptability to accommodate the different stand areas, dimensions, configurations, layouts, and technical requirements of each exhibition covered under this RFP.
Vendors shall clearly illustrate how each concept can be adapted to the respective exhibition space while maintaining a consistent visual identity and fulfilling all functional, operational, branding, and technical requirements.
A minimum of two (2) design concepts shall be submitted to Ajman TCM in AutoCAD or another equivalent design software format approved in advance by the Department. The submissions shall include sufficient visual and technical detail to enable a comprehensive assessment of the proposed designs, layouts, and adaptability.
Ajman TCM shall review the submitted concepts and select the preferred design direction for the exhibitions covered under this RFP. The selected concept shall subsequently be developed, refined, and adapted to the specific requirements of each exhibition, subject to the Department’s review and approval.

5. Intellectual Property and Ownership of Designs
All intellectual property rights, copyrights, and ownership rights in the stand design concepts and all related design materials developed or submitted under this RFP shall belong exclusively to the Ajman Department of Tourism, Culture and Media (AjmanTCM).
The successful vendor shall transfer and assign all such rights to AjmanTCM at no additional cost, granting the Department the unrestricted right to use, reproduce, modify, adapt, develop, reproduce in different exhibition formats, and reuse the designs for future exhibitions, events, promotional activities, and other official purposes, without any additional fees, royalties, or financial obligations.
The vendor shall provide AjmanTCM with all editable and source files, including AutoCAD files and other relevant design files, drawings, specifications, and supporting materials necessary for the Department or its appointed third parties to modify, adapt, reproduce, and implement the designs independently.
No additional charges shall apply to the transfer of ownership or the future use, modification, or adaptation of the approved designs by Ajman TCM.
THE STAND REQUIREMENTS :
VIP Majlis Requirements
Within the allocated stand area, vendors shall incorporate a dedicated VIP Majlis for the Director General (DG), offering the most suitable location either on the ground floor or on the upper floor (first floor), where applicable. The proposed Majlis should provide a high level of privacy, comfort, and hospitality, while reflecting the Department’s identity and the overall design concept.
Vendors shall ensure that the VIP Majlis is appropriately sized, furnished, and equipped to accommodate official meetings and VIP guests, taking into consideration accessibility, visitor flow, privacy, and the efficient utilization of the available space. The proposed location and layout shall be clearly illustrated in the submitted design concepts for the Department’s review and approval.
Reception:
· One reception area is required with shelves, lockable drawers and storing capacity for brochures and giveaways, easily accessible.
· Facing main walkway, Hall entrance (pre-approval of Ajman Tourism, Culture and Media (ATCM))
· 2 Highchairs for the receptionists are required.
· Sockets need to be provided inside lockable drawers for the co-exhibitor’s area and the reception desk

THE CO-PARTNERS ON THE STAND  
· The stand design shall accommodate up to eight (8) co-partners across all exhibitions covered under this RFP, with the exception of the Arabian Travel Market (ATM), 
where the stand shall be designed to accommodate up to sixteen (16) co-partners.

· Co-exhibitor counters need to have lockable storage capacities for brochures and further materials, easily accessible.

· Sockets need to be available inside a lockable storage with 2 keys per store area.

· Design specific areas for each co-exhibitor considering their  branding, and meeting spaces, ensuring that each partner has sufficient visibility and space.

Storage 
· Lockable storage with 3 keys should be provided within the stand to store promotional items and other materials.
· Racks/ Shelves need to be installed.


Prayer / Media Room:
One room combining prayer area & Media room. 
Room to include a small table, 2 chairs, sockets, and a small AC.
· Small lockable cupboard
· Shelves for storage
· 2 Prayer mats
· 1 large mirror
· coat hangers 

Service Area / Kitchen:
Sink with running water in the kitchen is required, as well as large fridge.
Meeting Rooms:
Meeting rooms should include a proper table, sockets, chairs and TV to be connected through laptops via cables. Small AC required on ground floor

Collateral Shipments:
Shipment of marketing/ promotional/ decoration items, from the Ajman Tourism, Culture and Media (ATCM) to the shipped and back to the department. The remaining collaterals shipment needs to be received back at the Ajman Tourism, Culture and Media (ATCM)  max. 3 weeks after the show.



ACTIVATION AREA — EXHIBITION-SPECIFIC CREATIVE PROPOSAL
The vendor shall propose a minimum of three creative, interactive activation concepts to promote Ajman and attract relevant exhibition visitors. Concepts may draw on Ajman’s cultural heritage, authentic experiences, tourism offerings, major upcoming events or other 
destination-related themes. Proposals must be tailored to the exhibition audience, remain flexible and avoid prescribing any single specific activity. Include concept descriptions, visitor engagement approach, space needs, staffing, technical requirements and itemized costs. All concepts are subject to Department approval.

LED Screens, TVs and Digital Display Requirements
Vendors shall incorporate a large LED wall within the stand design, positioned in a prominent location to maximize visibility and showcase Ajman’s destination promotional content throughout the exhibition.
Additional TVs and, if required by the Department, iPads, shall be provided and integrated into suitable locations across the stand, in accordance with the quantities specified by the Ajman Department of Tourism, Culture & Media (ADTCM) and the approved design concept. Destination and activity promotional videos shall be displayed throughout the exhibition, with playback support via USB or other approved methods.
Each meeting room and VIP Majlis should be equipped with a TV to support presentations, promotional content, and official meetings.
All screens and digital display equipment should be appropriately positioned and integrated into the overall stand design, with the necessary installation and operational arrangements included in the vendor’s proposal.
Catering and Waiter Staff Requirements

The vendor shall provide high-quality of catering and hospitality services throughout the exhibition days. All menus and catering arrangements shall be submitted to the Ajman Department of Tourism, Culture & Media (ATCM) for review and approval prior to the event.

· Catering Requirements – Applicable to All Exhibitions
The following catering requirements apply to each exhibition covered under this contract, for every exhibition day, unless otherwise specified by Ajman Tourism, Culture and Media (ATCM):
· Daily Breakfast: Provide sufficient breakfast catering to serve 40 people per day.
· Daily Warm Lunch: Provide sufficient warm lunch catering to serve 50 people per day.
· Daily Snacks and Finger Food: Provide snacks and finger food sufficient for 50 people per day, with refreshments available during the morning, midday, and afternoon periods.
· Professional coffee service: A professional coffee machine and a dedicated, full-time barista throughout all exhibition days.
· Tea and coffee: Continuous availability of tea, coffee, milk, sugar, and napkins.
· VIP Majlis refreshments: Cookies and dates to be provided in the VIP Majlis.
· Arabic hospitality: Arabic coffee, dates, and biscuits to be available at counters and tables, in addition to Karak tea and Suleimani tea.
· Cold beverages: soft drinks, including diet options; three varieties of fresh juice; still and sparkling water.
· Additional requests: The vendor shall accommodate reasonable additional catering and hospitality requests made by the Department during the exhibition, subject to the agreed contractual terms.
· Tableware and cutlery: All necessary disposable tableware, plates, cups, cutlery, and serving accessories.
· Refrigeration: One large refrigerator shall be provided. An additional small refrigerator on the upper floor should be optional, subject to the standout and the Department’s requirements.
· The quoted price shall account for the above catering requirements for all exhibitions and all exhibition days throughout the contract period

2. Waiter Staff Requirements: 

The vendor shall provide a minimum of two (2) professional, English-speaking waiter staff for the entire duration of the exhibition. Staff numbers should be sufficient to ensure the smooth and timely delivery of catering and hospitality services.
All catering and waiter staff shall maintain a professional appearance and wear formal attire consisting of a formal suit or jacket, black trousers, and a long-sleeved white blouse or shirt, as applicable. Staff should be presentable, courteous, and experienced in providing professional hospitality services.

3. Staff Reporting and Readiness : 
· First exhibition day: All catering and waiter staff shall report to the stand at least two (2) hours before the official exhibition opening time to ensure that all catering facilities, refreshments, and service arrangements are fully prepared.

· Subsequent exhibition days: All staff shall report to the stand at least thirty (30) minutes before the official opening time.


The vendor shall ensure that all catering services, equipment, refreshments, and staffing arrangements remain fully operational and adequately replenished throughout the exhibition operating hours.

Hostess Requirements
· Hostesses shall be stationed at the stand’s reception area throughout exhibition hours to welcome visitors and promote Ajman’s tourism offerings.
· Hostesses shall wear their own formal attire, consisting of a formal suit or jacket, black trousers, and a long-sleeved blouse.
· All hostesses must be approved in advance by the ADTCM team.
· Hostesses shall attend a briefing at the stand one day before the exhibition opens, for a minimum of two (2) hours.
· On the first exhibition day, hostesses shall report one (1) hour before opening. On all subsequent days, they shall report thirty (30) minutes before opening and remain on duty until the end of each show day.

Stand Decoration:
Flowers are required for the reception, Hospitality Counters, Majilis as well as participant’s tables. Further plants are required to be selected and approved by Ajman Tourism, Culture and Media (ATCM) – team  .

Wifi:
A minimum of 20 high-speed internet access codes shall be provided for participants, with individual access codes for each user. Co-partner access codes shall be neatly printed and displayed on their respective tables in a clean, professional manner. All remaining access codes shall be handed over to the ADTCM team.
Trash Bins
Adequate number of trash bins to be distrusted around the stand especially in the reception desk, meeting rooms, co-exhibitor counters and majlis areas.


Photography / Videography Requirements
The vendor shall submit the profiles and portfolios of the proposed photographer and videographer for the Department’s review and approval prior to their appointment. Both professionals must be pre-approved by Ajman Tourism, Culture and Media (ATCM) and shall be present throughout the entire duration of the exhibition. The scope of work shall include comprehensive photography and videography coverage of the exhibition and all associated events and activities held before, during, or after the exhibition, as requested by ATCM. The quoted price shall include all costs associated with providing these services in accordance with the Department’s requirements.

Deliverables: 

Daily Deliverables
· The company shall submit photographs as requested by Ajman Tourism, Culture and Media (ATCM) by the end of each exhibition day.
· A professionally edited video clip of 30–60 seconds shall be produced and delivered daily for social media use.
Post-Event Deliverables
· A professionally edited 3-minute video summarizing the exhibition and highlighting its key activities and experiences.
· All final photographs and videos shall be delivered within ten (10) working days following the conclusion of the exhibition.


Submission, Approval and Usage Rights
· All photographs and videos shall be submitted digitally via WeTransfer or an alternative platform approved by ATCM.
· All materials shall be subject to ATCM’s review and approval prior to any publication, release, distribution, or use.
· Full ownership and all usage rights to the photographs and videos produced under this contract shall be transferred to ATCM, without restriction on their use across the Department’s communication, marketing, promotional, and digital platforms

Additional Requirements:
· Stand Design and Construction: Design, produce, and construct a modular exhibition stand tailored to the allocated space, venue specifications, and requirements of each exhibition, subject to the prior review and approval of Ajman Tourism, Culture and Media (ATCM).
· Transportation and Logistics: Arrange and cover all costs associated with the transportation and shipping of the stand, materials, equipment, furniture, and accessories to and from each exhibition venue.
· Installation and Dismantling: Provide all necessary installation, construction, and dismantling services in accordance with the exhibition organiser’s regulations, technical specifications, and approved timelines.
· Cleaning Services: Provide full-time cleaning and housekeeping services throughout all exhibition days to ensure the stand remains clean, presentable, and maintained to ATCM’s standards.
· Utilities and Technical Services: Provide all necessary utilities and operational services, including kitchen water supplies, electricity, internet connectivity, hanging equipment, and any other technical or support services required for the effective operation of the stand.
· Exhibition Organiser Fees: Include all applicable organiser charges for Wi-Fi, water, electricity, safety, hanging equipment, and any other mandatory services or fees required for the entire stand.
· Organiser Coordination and Regulatory Compliance: Contact and coordinate directly with the relevant exhibition organisers well in advance of each exhibition to obtain the latest technical manuals, regulations, venue specifications, operational guidelines, deadlines, and applicable requirements. The company shall verify whether any regulations or requirements have been amended or updated and ensure continued compliance throughout the planning, build-up, exhibition, and dismantling periods. Any changes affecting the stand design, construction, costs, logistics, or operational arrangements must be promptly communicated to ATCM for review and approval before implementation.
· Approvals, Permits, and On-Site Support: Be responsible for obtaining all relevant exhibition organiser approvals, permits, technical clearances, and authorisations, and provide on-site supervision and technical support throughout the build-up, exhibition, and dismantling periods.
· Additional and Contingency Costs: Include provisional costs for additional accessories, equipment, modifications, and last-minute requirements that may arise during the preparation or execution of each exhibition. Any additional expenditure shall be subject to ATCM’s prior approval.
· Music and Entertainment Licensing: Cover all applicable licensing fees, permits, royalties, and related charges for music, entertainment, or performances, where required by the exhibition organiser or applicable local laws.
· Audiovisual Equipment: Provide a suitable DVD player, laptop, or other compatible playback equipment to display approved content on the main LED wall, ensuring compatibility with the installed audiovisual systems.
· TVs and iPads: Supply, install, and configure TVs, iPads, and other required digital devices in accordance with the approved stand design and planned exhibition activities.
· Approval of Stand Components and Services: Submit all stand components and associated services, including flooring, structure, graphics, furniture, audiovisual equipment, catering arrangements, and any other relevant elements, to ATCM for review and approval before implementation.
· Build-Up Progress Updates: From the first day of stand construction until the evening before each exhibition opens, provide ATCM with regular progress updates, including photographs and videos of the build-up, to monitor progress and ensure compliance with the approved design, specifications, and agreed timeline. Any anticipated delays, technical issues, or deviations must be reported to ATCM promptly, together with proposed corrective actions.
· Overall Responsibility: Ensure that all services, materials, equipment, logistics, technical requirements, and operational arrangements necessary for the successful delivery of each exhibition stand are included in the proposal and quotation, unless otherwise specified by ATCM. The company shall ensure that all work is completed to the required professional standards and within the deadlines established by ATCM and the respective exhibition organizer’s.

2.2. DURATION   
All stand contractors must submit their complete proposal no later than: 18th December 2026
Proposals must include the following elements:
Company Profile
Overview of the company, relevant experience, certifications, and a portfolio of past projects.
Design Concepts
At least two design concepts (sketches, 3D renderings, and material specifications).
Financial Proposal to be shared with the purchasing team of Ajman Tourism, Culture and Media (ATCM)  
· Itemized cost breakdown for all elements, including optional/provisional items.
· Currency and payment terms must be clearly indicated.

[bookmark: _Toc355644314] Contingency Fees
Each Supplier certifies, by the submission of a Proposal, that no agreement has been made to pay any company or person any fee, commission, percentage, or brokerage fee contingent upon or resulting from the award of the contract.





















Appendix A
ملحق رقم ............. : نموذج كفالة التأمين الإبتدائي للمشاركة في المناقصة
BOND( .)BID
DATE:
 
DEPARTMENT OF FINANCE – GOVERNMENT OF AJMAN POST BOX NO	AJMAN
DEAR SIR,

PROJECT: ……….……… SUBJECT: OUR TENDER BOND NO……..………………
FOR DHS………….… AT THE REQUEST OF MESSRS……………………………..

(HEREINAFTER CALLED “THE TENDER”) POST BOX NO……………AJMAN, WE HEREBY UNCONDITIONALLY AGREE TO HOLD AT YOUR DISPOSAL THE SUM OF  DHS.……………....  (IN  FIGURES)  (U.A.E.  DIRHAM'S  IN  WORDS
…..………………………… ), BEING AS A TENDER BOND. THIS TENDER BOND SHALL BE FREE OF INTEREST AND PAYABLE IN CASH ON YOUR FIRST WRITTEN DEMAND IN THE MANNER ORDERED, WITHOUT THE TENDERER OR ANY PERSON ON HIS BEHALF OR OURSELVES HAVING THE RIGHT TO SUSPEND OR DELAY PAYMENT OR TO OBJECT THERETO FOR ANY REASON WHATSOEVER.
THIS TENDER BOND IS VALID FOR …………… CALENDAR DAYS FROM………………………..   (DATE   OF   TENDER   OPENING)   TO
………………….AND  RENEWABLE  BEFORE  EXPIRY  FOR  A  FURTHER
…………… CALENDAR DAYS IF REQUESTED IN WRITING BY THE DEPARTMENT OF FINANCE - GOVERNMENT OF AJMAN. THIS BOND SHALL BE RETURNED TO US UPON ITS EXPIRY OR UPON FULFILLMENT OF OUR UNDERTAKING WHICHEVER IS THE EARLIER
YOUR FAITHFULLY,

(AUTHORIZED SIGNATURE AND BANK SEAL) NAME:
 
DESIGNATION




















Appendix B


ملحق رقم ...................... : نموذج كفالة التأمين النهائي .

DATE:……………….

DEPARTMENT OF	GOVERNMENT OF AJMAN

POST BOX NO. …………………………… AJMAN


DEAR SIR,



SUBJECT: OUR PERFORMANCE BOND NO………….. FOR DHS	/-

CONTACT FOR TENDER ………………………..SUPPLY OF	……………………



AS MESSRS …………….. THE SUPPLIER, HAS DECLARED THAT THEIR TENDER FOR THE SUPPLY OF THE ABOVE-MENTIONED SUPPLY CONTRACT HAS BEEN ACCEPTED, WE HEREBY UNDERTAKE TO HOLD AT YOUR DISPOSAL THE SUM OF DHS…………../-U.A.E. DIRHAM'S	BEING
AS PERFORMANCE BOND. THIS BOND SHALL BE FREE OF INTEREST AND PAYABLE IN CASH ON YOUR FIRST DEMAND IN THE MANNER ORDERED, WITHOUT THE SUPPLIER OR ANY PERSON ON HIS BEHALF OR OURSELVES HAVING THE RIGHT TO SUSPEND OR DELAY PAYMENT OR TO OBJECT THERE TO FOR ANY REASON WHAT SO SEVER. THIS GUARANTEE IS VALID UNTIL / / AND SHALL, BEFORE EXPIRY, BE AUTOMATICALLY RENEWED UNTIL A COMPLETION CERTIFICATE HAS BEEN ISSUED OR UNTIL ADVISED BY YOU THAT THE CONTRACT HAS BEEN FULFILLED
YOURS FAITHFULLY,

SIGNATURE WITH/BANK STAMP-SEAL
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