










 

Minute 
            

          Date: 22 November 2024 

TO.    

CC.    

Through. 

FM.                

 

Procurements at Post over $10K – Statement of Requirement – Event Equipment Hire 

Product or Services for Procurement 

The Australian Consulate-General Honolulu is seeking to procure the services of an event hire 
company (vendor) for the purposes of providing equipment needed for the Australia Day Reception 
in 2025.   

Need and Purpose  

Services provided by a professional and reputable event equipment hire company with the intent to 
accommodate the specific needs of the event is crucial not only from a representational and 
reputational perspective for the Head of Post but also from a functional perspective.  This includes 
the equipment used to support the event with guest numbers in the vicinity of 350 people.  

Scope of Requirement 

One or two event hire companies may be needed for this event dependant on vendor stock 
inventory. The vendor/s need to be well established, reputable, and reliable in the delivery and 
installation of high quality, safe and operational (electrical) equipment.  

Included in this scope is the delivery, set-up and break-down (if required) of equipment including the 
installation of a large Marquee, tent, tables, chairs, and some decorative features such as lighting.   

The requirement to procure this specific service is to ensure there is adequate functionality at the 
event for guests, such as tables for food and beverage services, optional seating and eating stations, 
and shelter for the potential seasonal wet weather conditions in Honolulu during the time of year of 
the event.  

The vendor needs to have the availability and resources to provide the requested products and 
services in the required timeframe and have the capacity to deliver products and services, efficiently 
and in a safe manner.  

The equipment requirement is as follows:  

• 1x Marquee (40x60) – including water barrels.  
• 1x tent (20x20) – for caterers 

DFAT - RELEASED UNDER THE FREEDOM OF INFORMATION ACT 1982 LEX 12003

6 of 8

s 22(1)(a)(ii)

s 22(1)(a)(ii)



• 15-20 Bar tables (high/low) 
• Chairs (approx.40) 
• Lighting – within the Marquee 
• Portable lavatory trailer 
• Trestle tables for catering tent (prep) and bars x 10 
• Some kitchen equipment may also be needed but to be determined. 

The vendor needs to be flexible due to the venue’s accessibility and have knowledge of the historical 
establishment on which the event is being held. The vendor needs to be open to vetting processes if 
required. It is preferred that the vendor selected is on the list of vendors at Washington Place, from 
a vetting perspective.  

Location 

The location of where the work is to be performed is on the historical site of Washington Place, 320 
South Beretania St, Honolulu.  

Contract Period 

The expected duration of the contract will be for Friday 24 January 2025.  

Milestones 
1. To identify an appropriate vendor, have a contract approved and processed by no later than 

Friday 20 December 2024.  
2. To have the invoices paid and finalised prior to 24 January 2025.  

Applicable Standards  

Any specific standards outlined in the Washington place Conditions and Guidelines in the use, 
placement, installation, and removal of event equipment including clean-up requirements must be 
adhered to.  

The vendor is responsible for the break-down and removal of all equipment owned by the company 
from the venue site and therefore is responsible for ensuring all staff are adequately trained and 
covered by medical insurance.  

Specified/Key Personnel 

The specified/key personnel will be determined once a suitable vendor has been identified and 
selected. 

The names of all the staff members associated with the chosen vendor cannot be identified at this 
stage, until a vendor has been selected.  

Special Requirements (Special Requirements: Technical specifications, security requirements, 
conformity certification, plans, drawings, and/or instructional materials) 

Some special requirements include:  
• Vendor must provide proof of liability insurance and provide a copy of the certificate to the 

Director of Washington Place.  
• Compliance within security requirements and the Conditions and Guidelines stipulated by 

Washington Place. 
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• Layout maps will be provided by the Australian Consulate Honolulu for the placement of 
equipment to the selected vendor prior to the event. 

Meetings 

There are no set meetings scheduled until an appropriate vendor has been selected. Once selected, 
a meeting may be scheduled if deemed necessary.  

A consulate staff member will be on site when delivery and installation of equipment takes place.  

Reporting 

The vendor will need to provide a liability insurance certificate to Washington Place in accordance 
with the WP Conditions and Guidelines. This submission will need to be provided to the Director of 
Washington Place via email.   

Contract Management: (Any performance management aspects such as Key Performance Indicators 
(KPIs), performance measures, incentives, and rebates). 

Performance management aspects, incentives or rebates are not applicable for the procurement.    

 

Additional information 

Risks  

A risk assessment has been conducted for this proposed procurement. The level of risk for this 
procurement and contractual arrangements with an appropriate, reputable vendor has been 
determined as LOW risk.  

Conflicts of Interest 

There are no conflicts of interest with this procurement process. Members of the Australian 
Consulate-General Honolulu, have no personal affiliations with any event hire vendor in Honolulu, 
Hawaii. 

Budget (eg cost centre code & GL code will be used) 

Estimated budget allocated for event equipment hire is $7500. However, this likely unachievable due 
to the high cost of quality event equipment in Honolulu and equipment hire in general.  
Cost Centre Code is  and GL Code is

Number of quotes (verbal or written) sought (commensurate with the risk, type of goods/services, 
and nature of the market. 

One or more potential vendors will be approached.  
Multiple procurements in one activity? 
No 
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