POLICY AND PROCEDURE

	POLICY:

                 SPECIAL EVENTS OPERATIONS


	P&P NO.:

      TOU 001-0726-02

Supersedes:


I. POLICY OBJECTIVE

To provide guidelines and standard procedures in the coordination, planning and staging of special events at Subic Bay Freeport Zone.

II. POLICY STATEMENT

This policy is drafted to keep up with the successful holding of events at Subic Bay Freeport Zone.  For this purpose, the SBMA Tourism Department shall be the department in charge of supervising the over-all conduct of special events at SBFZ. It shall be at the frontier in the dissemination of these events and shall monitor the planning and staging thereof in coordination with the different departments.

III. DEFINITION OF TERMS

A. Events and/ or Special Events – shall mean to include sports activities, concert shows, movies, television/ commercial/ documentary taping or shooting, inauguration, seminars/ conferences, religious activities and such other similar activities. 

B. Event Organizer – such person(s), corporation(s) or organization(s) who conceptualize and organize the staging of an event and/ or special event.

C. Special Events Section – an office under the SBMA Tourism Department tasked to evaluate, coordinate, handle and monitor events at Subic Bay Freeport. 

D. Event Coordinator – SBMA Tourism personnel, particularly from the Special Events Section, assigned to handle and evaluate proposals to conduct an event and/ or special event and collating all the necessary requirements for the staging thereof.  

E. Calendar of Events – list of forthcoming activities at Subic Bay Freeport with detailed information such as name/ title, nature, venue and date of the event, etc. 

F. Memorandum of Agreement (MOA) – list of agreed obligations/ responsibilities of both the SBMA and the Event Organizer(s) duly signed by their authorized representatives.  

G. Ocular Inspection – an inspection of the possible venue for the staging of the event.

H. Event Proposal – letter of intent sent by the Event Organizer to conduct an event and/ or special event at Subic Bay Freeport, with the proposed title, profile, venue, date and other information pertinent to the proposed event.

I. Event Requirements
– such documents, materials, equipment, and personnel/ manpower necessary to conduct an event and/ or special event at Subic Bay Freeport.

J. Billing Statement – a letter or notice addressed to the Event Organizer with itemized fees incurred by the latter for the conduct of the event.

K. Coordination Meeting
– a meeting called upon by the Event Organizer and SBMA Coordinator to discuss with the concerned departments/ agencies the needed requirements/ assistance for the successful staging of the event and to brief all those concerned of the nature of the event 

L. Conforme - an acknowledgement letter addressed to organizers of small events prepared by the SBMA Coordinator.  It contains information on the general obligations of both SBMA and the Event Coordinator(s) for the smooth conduct of the proposed event.

M. Sponsorship - any service(s)/ participation of SBMA in full and/ or in partial rendered to any event proposals from private organizers free-of-charge.

N. Sponsors - individual(s)/ organization(s) and/ or corporation(s) that provide support in cash and/ or in kind for the successful staging of an event.

IV. POLICY COVERAGE

This policy shall apply to all events held inside the Subic Bay Freeport Zone including those conceptualized and organized by other SBMA Departments and the Freeport Service Corporation.

V. GUIDELINES AND PROCEDURES

A. General Guidelines and Conditions

1. The Event Organizer must forward a proposal to the SBMA Chairman and Administrator or to any Officer of the SBMA Business Group for the conduct of any special event at Subic Bay Freeport Zone;
2. The event proposal, upon review by the SBMA Officer, shall be endorsed to the SBMA Tourism Department;
3. The Special Events Section of the SBMA Tourism Department shall be the lead Coordinator for the event. It shall be its responsibility to coordinate with concerned SBMA departments and other agencies;
4. No event shall be staged or conducted at the Subic Bay Freeport Zone without the necessary permit from the SBMA Deputy Administrator for Business Group and/ or the SBMA Tourism Department Manager.

5. It is always necessary for the Event Organizer, with the assistance of the SBMA Coordinator, to conduct an ocular inspection prior to the staging of any event.
6. In cases where SBMA is a co-presentor and/ or major sponsor of the event, the organizer must submit a draft of Memorandum of Agreement (MOA) to the SBMA Tourism Department.  The Draft shall then be forwarded to the SBMA Legal Department for review and/ or comments.  Upon approval of the draft by both parties, the signing thereof shall take place;
For special events where minimal requirements, such as venue, utilities and personnel assistance are requested from SBMA, in lieu of a MOA, a conforme letter detailing the list of each of the parties’ obligations shall be sent by SBMA to the Event Organizer. The Event Organizer shall return the letter to the SBMA Tourism Department with its representative’s signature.

7. Memorandum of Agreement(s) entered into by and between the SBMA and an Event Organizer should be approved by the SBMA Board of Directors whenever necessary as certified by the Manager of the SBMA Tourism Department.

8. A coordination meeting shall be called upon by the SBMA Coordinator for purposes of having a more organized and systematized preparation for the event; 

9. Unless otherwise given discount or free-of-charge (FOC) as stipulated in the signed MOA, the Event Organizer shall be charged by SBMA with standard fees as follows:
Location Fee


Php
5,000.00-10,000.00 per location per day

Utilities Fee



1,000.00-5,000.00 per day

Preparation Fee


2,500.00-5,000.00 per location per day

10. Fees for other services requested by the Event Organizer (such as ambulance and medic team, fire truck and firemen, security escorts and officers, entrance fees to Tourism establishments and other similar services) shall likewise be billed to the Event Organizer;

11.  A billing statement itemizing the event’s cost and other incidental expenses shall be forwarded by the SBMA to the Event Organizer immediately after the event. The Event Organizer shall pay whatever amount is reflected on the billing statement to the SBMA Treasury Office.
VI. 
NON LIABILITY OF SBMA

It shall be a standard provision in the MOA or conforme to be executed by and between the SBMA and the Event Organizer that the SBMA and any of its officers or employees shall be released from any liability due to damage or injury to persons and/or property arising from the event or performance by the Event Organizer of any of its obligations.

VII.
EFFECTIVE DATE


This policy shall take effect on the date signed by the Chairman and Administrator. 
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