
Scope of Work 

“SaborUSA en los Hoteles” in  

Santo Domingo, Dominican Republic 

January 16, 2019, 6:30 – 9:00 p.m. 

 

A. Introduction / Background 

The Office of Agricultural Affairs (OAA) at the U.S. Embassy in Santo Domingo represents U.S. 

agricultural products in the Dominican Republic (DR).  On January 16, 2019, from 6:30 to 9:00 

p.m., OAA will hold a cocktail-style launch event in Santo Domingo for celebrating “Sabor USA 

en los Hoteles,” a series of gastronomy events that will be held in several Santo Domingo hotels 

on March 7-10, 2019.  The launch event will feature key high-quality U.S. ingredients and 

introduce new ways of preparing them to build upon existing gastronomy trends.   

B. Objective 

The objective of this activity is to highlight the role of U.S. food and beverages in the Dominican 

Republic’s growing food service and tourism sectors and to introduce new ways of preparing 

U.S. ingredients.  Subsequently, OAA seeks to increase sales of U.S. ingredients in part by 

facilitating new connections between importers and buyers in the food service sector.  

C. Scope of Work 

The selected vendor will:  

1. Secure an event space in Santo Domingo that can accommodate at least 175 guests 

cocktail-style.  OAA strongly prefers that the event be at a hotel due to the nature of the 

event and the need to accommodate a visiting U.S. official.  

2. In coordination with OAA, design and print a large back panel that is the entire width of 

the stage  

3. Set up a stage containing the back panel, a podium with a microphone, and a head table 

with six seats. 

4. Ensure that the sound system is sufficient so that all of the attendees can hear the 

opening remarks from the speakers.  

5. Provide a large (at least 10 feet wide) screen that will allow OAA to show a slideshow 

during the event (not on or near the stage).  



6. Provide light, instrumental-only live music, at a sufficiently low volume so that 

participants can easily converse.  OAA would also welcome a second proposal that has 

high-quality recorded music.  

7. Provide a separate room that can accommodate up to 25 participants in a classroom-style 

or U-shaped setup, 6:30 – 7:00 p.m. only.  No sound or other setup is required. 

8. In coordination with OAA, design a menu of finger foods to feature the donated U.S. 

agricultural products.   

9. Provide the necessary cutlery, napkins, tablecloths, and serving materials.  

10. Coordinate the acceptance of and store donated U.S. ingredients appropriately. 

11. Prepare donated U.S. agricultural products according to the agreed-upon menu. 

12. Set up 10 stations in the event space.  Each station will feature a category of U.S. 

agricultural products (e.g., fruit or pork). 

13. In coordination with OAA, decorate (with a centerpiece or other means) each station in a 

manner that reflects the category of U.S. agricultural products that is being featured.  

14. Serve the menu item(s) for each category of U.S. agricultural products in the appropriate 

station with signs that identify the U.S. ingredients.  

15. Set up a bar area(s) and serve donated U.S. alcoholic beverages, including wine, beer, 

and distilled spirits, and water and other donated beverages. 

16. Set up tastefully decorated high cocktail tables.  

17. Print and deliver to invitees up to 200 event invitations designed by OAA. 

18. In coordination with OAA, print and hand out nametags for all invitees that state their 

name and company name.  Nametags must have an obvious means of differentiating 

between representatives of hotels and restaurants, importers, press, and Government 

agencies.  

19. For each attendee, fill bags provided by OAA with promotional items provided by OAA 

and other parties and neatly display them at the event exit.  

20. Provide the full recipes of the menu items to OAA, which will be disseminated to the 

public (during in-person tastings and via social media). 

21. In coordination with OAA, film and edit a short (three minutes or less) video to promote 

the March event. 

22. In coordination with OAA, prepare a social media toolkit that will facilitate the 

promotion of March event on websites and social media.  Minimum elements include 



graphics of multiple sizes for posting on websites and in social media channels and a 

short description and schedule of the March event in Spanish.  

23. Based on their knowledge of the hotel and restaurant sector in the DR, provide guidance 

to OAA on how to organize and promote the March event to maximize its impact and 

reach OAA’s goals of increasing U.S. exports.  

24. In coordination with OAA, encourage Santo Domingo hotels to participate in the March 

event and provide expert guidance on the recommended structure of those events (which 

will be entirely executed by the hosting hotel).  

25. Provide any required tips and transportation of rented equipment.  


