Appendix 1
TERMS OF REFERENCE (TOR)
COORDINATOR FOR WEBINAR SERIES ON ADOPTION OF TECHNOLOGY SOLUTIONS
AMONG PROFESSIONAL SERVICE PROVIDERS

1.0 	Purpose of the Assignment
1.1	The purpose of this assignment is to appoint a Coordinator for webinar series on Adoption of Technology Solutions among Professional Service Providers.

2.0 	Scope of Work
2.1    Coordinate relevant input and documentation for all panelists,
2.2	Prepare webinar sessions schedule (including rehearsal) and facilitate webinar timetables and meetings when necessary,
2.3 	Prepare report for each webinar sessions,
2.5 	Prepare or create promotional contents such as program posters and promote programs through various online avenues,
2.6   Provide webinar platforms.
	
3.0	Document Formatting
3.1	The document must be written in English Language, in Microsoft words.
3.2 	Format of document must be referred to MPC and PSPN secretariat.

4.0 	Project Duration
4.1 	The project is expected to have a total of 10 sessions in 2020 (October to December 2020). 

5.0 	Payment Terms
[bookmark: _GoBack]5.1 	The coordinator will be paid RM500.00 per session for maximum 10 sessions. 
5.2 	The payments for 2020 are as per the following details:
	1) Coordinator (RM500 X 10 Sessions = RM5,000)




Prepared by:
Secretariat 
Professional Services Productivity Nexus (PSPN), MPC
