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HIRING OF DIGITAL EVENTS PRODUCTION 
TEAM FOR IFEX PHILIPPINES NXTFOOD ASIA 
2021 AND SUSTAINABILITY SOLUTIONS EXPO 
2021 
 
Requirements and Deliverables 
The Production Outfit shall be contracted to manage the overall production of the digital events 
indicated in the attached calendar (see Annex A). The agency must submit a list of their 
manpower with the assigned personnel from their company within 1 week upon awarding of 
the contract. 
         

Deliverable /  Manpower                                                  
 

Deliverables 
 

Event Director Responsible for organizing, mobilizing and/or coordinating 
the staff, event participants, officials, and administrators 
for the successful execution of the whole event 

    Production Coordinators                    Responsible for ensuring that the production team meets         
scheduled timeline of the events in the calendar. This  
entails a range of oversight work including planning,  
scheduling, directing and executing production activities for 
maximum performance of the scheduled events. 

   Technical or Streaming Directors 
 
 
 
 

Operates, maintains and safeguards the technical assets 
of the event including supervising the usage of necessary 
lighting, sound and communications equipment. Technical 
Director should also determine the necessary technical 
support, such as but not limited to lighting, sound, 
staging, and special needs, necessary for the list 
of events presented. 
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Deliverable /  Manpower                                                  

 
Deliverables 

 
Audio Spinners Responsible to assemble, operate and maintain the 

technical equipment used to record, amplify, enhance, 
mix or reproduce sound. 
 
The Digital Production Team must provide a list of 
recommended sound requirements for the event for 
approval of CITEM. 

    Visual Designers and Audio Spinners Responsible to assemble, operate and maintain the 
software or platform used in projecting key visuals 
intended for the event.  
 
CITEM shall provide the pegs for the visuals and the 
Digital Production Team shall produce the graphics with 
the required software or platform. 

   Tech Operator Set up, operate, and maintain the electronic equipment 
used to transmit the event whether via pre-recorded 
videos and/or live streaming. Control audio equipment to 
regulate volume level and quality of sound during radio 
and television broadcasts. Operate transmitter to 
broadcast radio or television programs. 
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Deliverable /  Manpower                                                  

 
Deliverables 

 
Scriptwriter Digital Production Team shall provide scripts for the 

speakers and the host in keeping track of the whole 
program. 

     Digital Kit for Speakers and/or 
    Guests 

Provision of a step-by-step process in accessing the 
platform for the speakers and guests involved in all the 
events. The Digital Events Production Team shall also 
provide a list of requirements concerning preferred 
Internet capacity, Lighting, Set-up etc. 

 
Responsibilities: 
 
A. Digital Events Production Team 

 
1. Designate two (2) project coordinators to ensure the timely delivery of outputs and 
coordination with CITEM, during the contract period. 
 
2. Submit an action plan no later than 29 December 2020. The action plan must include 
the necessary logistical requirements, task-specific timelines, and a list with a 
minimum of three proposed event hosts, and outline of programs for the execution of 
the production of the events. The action plan shall also be in line with CITEM’s concept 
of IFEX NXTFOOD and SSX and is subject to the review and approval of CITEM Management. 
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Responsibilities: 
 
A. Digital Events Production Team 

 
3. Ensure consistency with the overall objectives and concept of the event based on 
CITEM's concept and mandate. 
 
4. Provide and shoulder all costs of necessary personnel, facilities, accommodation, 
production equipment and setup, and conduct all necessary preparatory and other 
activities to accomplish the agreed upon scope of work and deliverables, i.e., event 
planning and coordination and multimedia and audio-visual production. Any additional 
costs incurred relative to any aspect of the event shall solely be charged to the Digital 
Events Production Team; 
 
5. Submit issues and concerns and recommended next steps in relation with the project 
at no additional cost to CITEM; 
 
6. All event preparations and proceedings should be treated with full confidentiality and 
may not be shared by any other party aside from CITEM; 
 
7. Attendance of the Digital Events Production Team with at least 1-2 representatives to 
physical meetings and onsite event productions, as needed/ required by CITEM; 
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Responsibilities: 
 
A. Digital Events Production Team 

 
 8. An initial draft of the post-event report should be submitted to CITEM within ten (10) 
days after the event. A full and final post-event report with full event documentation 
should be submitted to CITEM within thirty (30) days after the event. 
 
B. CITEM 

 
1. Provide all information and materials needed to accomplish the scope of work and 
produce series of events for IFEX NXTFOOD and SSX; 
 
2. Review and approve all materials and deliverables produced by the Digital Events 
Production Team; 
 
3. Provide at least two (2) support staff to coordinate with the Digital Production Team; 
 
4. Provide necessary pre-work and post-work files, materials, information and necessary 
resources to the assigned project coordinator/s; and 
 
5. Provide inputs and direction on the desired documentation output after the initial report 
has been submitted. 
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Period of Engagement 
 
The Digital Events Production Team shall be contracted by CITEM from December 2020 - 
August 2021 (9 months) with a minimum number of 25 and a maximum of 35 digital events. 
 
Budget 
 
The awarded amount for this project is  NINE HUNDRED EIGHTEEN THOUSAND PESOS  
(P918,000.00) only, inclusive of taxes and other applicable charges (e.g. bank charges, etc.). 
 
Corresponding Deductions/Penalties 
 
The Digital Events Production team to be engaged shall be given corresponding deductions 
from the total amount of payment should the events be decreased. 
 

PARTICULARS  DEDUCTION 
 

Production of less than 25 events 
 

5% Deduction of the total contract amount 
 

Production of less than 15 events 
 

10% Deduction of the total contract amount 
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 Terms and Conditions 
 
1. All multimedia content and original materials (raw and edited) conceptualized and 
produced in conjunction with this event management contract shall be owned by CITEM, 
with full and exclusive rights, relative to the future use thereof both in the Philippines and 
internationally. This should be submitted to CITEM in a portable hard drive/s provided by 
the winning bidder. 
 
2. All materials produced by the winning bidder should be original and aligned with CITEM’s 
mandate. 
 
3. The winning Digital Production Team shall be subject to the assessment by CITEM 
according to the effectiveness of delivery of any part or phase of the project. CITEM 
reserves the right to terminate the services of the winning bidder should any part of the 
deliverables be unsatisfactory.  
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