JOB ORDER

CITEM.STR.FR.00B
JO Number:
2020-065

JO Dals;
09/28/2020
PR No.
2020-0237

Golden Sholdl Pavion, Roces Boulevan comer Sen GU L Puyest Averius

\'@ 1300 Pasay City, Mafro Manile, Phiippines
L (BA2) 6312201 1o 08 k. 218 7 (632) B3 1. 1308, E32-3865
I Info@otam com ph & www citem com ph

PR Dale:
08/04/2020

CENTER FOR INTERNATIONAL TRADE EXPOSITIONS AND MISSIONS I |$
?“

.
A ARRA AR R B

conTrACTOR/SUPPLIER MARIA FRANCESCA B. BUSTAMANTE
anpress 115-A Connecticut St., Greenhills, San Juan

DELIVERY TERM
PAYMENT TERM
PLACE OF DELIVERY

MODE OF ProcuremenT SMALL VALUE PROCUREMENT DATE OF DELIVERY

Ploase providefumiah this office the reguirements listed bolow subiject (o the farms and conditions contained harein. Address all correspondence (o the Cenler for
Inforrmational Trade Exposilions and Missions (CITEM),

vescrPTon o

Hiring of a Service Provider for Content and Community Management Php820,000.00
of CITEM Digital Platforms

Food Philippines » IFEX
S=rvice Provider ReSponeibilities and Deliverables NET FOCOCD A<
A Revieve cotry Tor gsrors Iin gremmar, punctustion

Marthiy
*ervics fees
and zpalling check for readgabzility and styie, andg

e PhpES 000 00 |4 manths

Communmity Manegsment

1 Crente and grecute cantent iminimum numberrs

identifisd above per maoanth) on the vanocus projects’

sasigned social medin sccounts in acceardancs to

strategies ot by the agancy. Caontent types may

include yvideos Infographics, pifs emel marksting,

newslisttars, photos, presentations, among othars

2. 3upport team's lead ganesration campalgnn IM

LOMH soCInl, smum . and other direct responss

marketing Initiatives

3 Monitor ectivity and msight= in the social medis

accounty of the agency

4 Ancswer Inguiries and realty 9O comments oa

soCcial media pccaunts

S. Prepare and submit n comprehensive Social

Media Analytics and Maonitaring Report per project
TC O helip contant t=sama re£spond 10 stehsholiders’

Sustsinab ity Solutions
Expo = Crente
“Fhiligoines

Monthiy
Thia ardor In placed sutyect o the folfowlng terms and candimons:

Servite Fees
The dallvery mast be made omy duning office hours 3 CITEM or ax may bo specfiad, Deivery is sutyeet 0 the acceplance of CITEMS duly autharcoed mpresemtaiiveroMiaa and
inagaction by CITEM Msnagement Inspotiion Team aalfde tha Commizsion on Audil. Rojecied dwiveries are o be witixdhawn and/or replaced immuodiately Dokay in the doifvery i»
MNMPMALTYd_ij_QE_jm of e TOTAL VALUE of this ORDER for EACH DAY OF DELAY. In caan the contractorfaupnie deas nat daliver wilfun the due date,
mmcmma:mmawnum»mpayuommmommsesmvwamwncd af the TOTAL AMOUNT urtass the cantraciarfsupplin
nequesiad and CITEM granted an extarsion mmmmmwmmm«mmmmmmwm and bguidated damages
fram any of itx recelvables from CITEM The contractonsuppiier muat present a Defivory Receipt and invoice or Official Receipf with the Job Crder upon dellvery.

Content Deliverables
Digitsl Caontant Planning and Creation

I Allgn with various deparuments and
staksholders to resenrch. conceptunlize and plan
content for dignal marksting init atives

2 lecaommend digital content strategies based on

the latest indus trends
e minimum 50 content POSTINES per man

pet project for digital marketing initintives
intended for target audinnNces such as Duynrs,
=xhibiitoras, ang othsr stakeholderz (medio, gen=ra/
public, government, other Industries], This Inciuddes
but is not limited to newnietters, e-mal)
AannounceEments. copy forvideo anad digita!l ad units
resl-tinve and postdated event coverage, anlin=
orticles and socisal media

reewey il or guiidde Junior staff in imorsving copy Phia75.000 GO

—

Viary truly yours, BUR No. DIGITAL-20100631 . ed by: “
ATTY. ANNA GRACE | MARPUR|
JAIME ASFMO S. SANDOVAL pate  10/6/2020 0IC-OM, Oparations Group 1
Chiaf, STREDO & Procurement Division
4 s g AMOUNT FPhpé20,000.00 ROWENA D.
CONFORME: . S QIC-DM, Opatatlons Group 2
Approved by
Maria Francesca/B. Bustamante Funds .
Name & Signatury & Contractoe’Sunpier A0 PAULINA SU
: Exsacutive D

12 October 2020 Chief, Controliarship Division

Dole
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»
A ARRA AR R B

conTrACTOR/SUPPLIER MARIA FRANCESCA B. BUSTAMANTE
anpress 115-A Connecticut St., Greenhills, San Juan

DELIVERY TERM
PAYMENT TERM
PLACE OF DELIVERY
DATE OF DELIVERY

MODE OF Procurement SMALL VALUE PROCUREMENT

Ploase providafurmiah this office the reqguirements listed below subiject (o the farms and conditions contained hersin. Address all correspondence (o the Confer for
Infarrmational Trade Exposilions and Missions (CITEM),

DESCRIPTION QTY/UNIT AMOUNT

—_— e ————— e ——— et . . A . e — - —

Hiring of a Service Provider for Content and Community Management
of CITEM Digital Platforms

Digital Content Planning and Creation

. Align with various departments and stakeholders to research, conceptualize and pian
content for digital marketing initiatives:

2. Recommend digital content sfrategies based on the latest indusiry frends;

3. Produce written content for digital markefing Initiatives intended for each projeci’s audiences
such as buyers, exhibitors, and other stakeholders ([media. general public, govemment, other
industries), This includes but is not imited to newsietters, e-mail announcements, copy for video

and digital ad units, real-time and post-dated event coverage, online arficles, and socicl
mediq.

4. Review copy for emors in grammar, punctuation and spelling, check for readability and style.
and rewrite or guide junior staff in improving copy:

Community Management

. Create and execute content on the various projects’ assigned social medic accounts in
accordance to strategies set by the agency, Content types may include videos,
infographics, gifs, email marketing, newsletters, photos, presentations, among others;

TOTAL AMOUNT IN WORDS: Php

Thia ardor in placed sulyect (o the folfowlng terma and condifons:

The dallvary mast be made omy duning office hours 13 CITEM or ax may bo specfied, Defivery (s sutyect 10 the acceplance of CITEMS duly autharcoed mpresamtaliveoliiow and
inagaction by CITEM Msragement Inspotiion Team sal/oe the Commizsion on Audil. Rojecied dwliveries are o be wiixhawn andlor replaced immodiately Oolay in the doivery i
mmmmLdeH% of U TOTAL VALUE of this ORDER for EACH DAY OF DELAY mm-mmmm@mmwmmmmm.
whe shall be considared in defaull and wit! be lable %0 pay LIQUIDATED DAMAGES iy the amount of af the TOTAL AMOUNT urdass the cantraciorfsupplin
nequesiad and CITEM granted an extansion mmmmmmmmeuwmmmamwmmmmmepuw and lguidated damages
fram any of itx meaivables from CITEM The contractorsuppiier muat present a Defvory Receipt and invoice or Official Receipt with the Job Qrder upon dellvery:

Viary truly yours, BUR No. DIGITAL-20100631 Recommanded by o

L
DATE Wwe2020 ATTY. ANNA GRACE | MARPUR|
.&mesm 10 S. SANDOVAL QIC-DM, Operations Group 1
EDO & Procurement Qm
CONFORME: AMOUNT _Phpez0,000.00 A D. MENDOZA
OIC-DM, Operations Group 2

Approved by

Maria FrancL\sca Bustamante Funds Aﬁb
12 October 2020 LERNAg BBYAO PAULINA SUAC

Cate “Chiaf, Coritroliérship Division Exeoutive Di
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?‘

»
A ARRA AR R B

conTrACTOR/SUPPLIER MARIA FRANCESCA B. BUSTAMANTE
anpress 115-A Connecticut St., Greenhills, San Juan

DELIVERY TERM
PAYMENT TERM
PLACE OF DELIVERY
DATE OF DELIVERY

MODE OF Procurement SMALL VALUE PROCUREMENT

Ploase providafurmiah this office the reqguirements listed below subiject (o the farms and conditions contained hersin. Address all correspondence (o the Confer for
Infarrmational Trade Exposilions and Missions (CITEM),

DESCRIPTION QTY/UNIT AMOUNT

—_— e ————— e ——— et . . A . e — - —

Hiring of a Service Provider for Content and Community Management
of CITEM Digital Platforms

2. Support team's lead generation campaigns in both social, emall, and other direct
respense marketing initiatives,

3. Monitor activity and insights in the social media accounts of the agency
4. Answer inquiries and reply to comments on social media accounts.

5. Prepore and submit o comprehensive Social Media Analytics and Monitoring Report per
preject fo help content teams respond to stakeholders’ feedback:

Documentation of Work Rendered

1. Submit a Monthly Accomplishment Report and official invoice of monthly services rendered
to effect payment;

RESPONSIBILITIES OF CITEM

CITEM shall adhere to the following responsibilities:
l. Conduct orientation on CITEM's projects, officers, and main mandate;

2, Conduct a brand review of all of CITEM's projects and an update of all digital projects
executed so far;

TOTAL AMOUNT IN WORDS: Php

Thia ardor in placed sulyect (o the folfowlng terma and condifons:

The dallvary mast be made omy duning office hours 13 CITEM or ax may bo specfied, Defivery (s sutyect 10 the acceplance of CITEMS duly autharcoed mpresamtaliveoliiow and
inagaction by CITEM Msragement Inspotiion Team sal/oe the Commizsion on Audil. Rojecied dwiveries are o be wiixhawn anclor replaced immodiately Oolay in the doitvery i»
suboct 't ihe PENALTYof 17110 OF 1%  of e TOTAL VALUE of this ORDER for EACH DAY OF DELAY. [n case the contractorsuppnie doas nat daliver within the due date,
whe shal be consdared i defaull and will be lable t0 pay LIQLIDATED DAMAGES In the amount of af the TOTAL AMOUNT urndass the cantraciarfsuppline
nequesiad and CITEM granted an extansion mmmmmmmmeuwmmmamwmmmmmepuw and lguidated damages
fram any of itx meaivables from CITEM The contractorsuppiier muat present a Defvory Receipt and invoice or Official Receipt with the Job Qrder upon dellvery:

Viary truly yours, BURNo. DIGITAL-20100631 Recommmnded by (2
ATTY. ANNA GRACE |. MARPUR

saIME STEKI0 S SANDOVAL DAYE 12020 @ 0IC-D rations Group 1
Chigl, STREDO & Procurameant Division

o opuk AMOUNT Php820,000.00 ROWENKA D, MENDOZA
CONFORME: QIC-DM, Operalions Group 2

Approved by.
Marla Franc ca Bustamante Funds Awllable:
RNA C'B“AO PAULINA SUACD-JUAN

12 October 2020 Iy, ' - Exscutive D
= Chiel, Coniraliership Division
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»
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conTrACTOR/SUPPLIER MARIA FRANCESCA B. BUSTAMANTE
anpress 115-A Connecticut St., Greenhills, San Juan

DELIVERY TERM
PAYMENT TERM
PLACE OF DELIVERY
DATE OF DELIVERY

MODE OF Procurement SMALL VALUE PROCUREMENT

Ploase providafurmiah this office the reqguirements listed below subiject (o the farms and conditions contained hersin. Address all correspondence (o the Confer for
Infarrmational Trade Exposilions and Missions (CITEM),

DESCRIPTION QTY/UNIT AMOUNT

—_— e ————— e ——— et . . A . e — - —

Hiring of a Service Provider for Content and Community Management
of CITEM Digital Platforms

3. Provide all perfinent data and infermation needed to faclitate coordination with CITEM's
infemal and extemal stakeholders;

4, Provide access to CITEM's digital accounts and shared documents where work will be
documented

5. Conduct weekly meeting on an as-needed basis fo determine status of each project’ssocial
media organic campaign execution;

6. Review and approve all content before releasing/publishing in the DTCP; and

7. Ensure monthly payment of service provider upon submission of required documents

BUDGET

Total budget for Content and Community Managemen! for CITEM Digital Platforms is

Php820.000.00. Also, bidding shall be on a per line item. A bidder who wins a projec! line item can
also bid for and win other project line items:

TOTAL AMOUNT IN WORDS: Php

Thia ardor in placed sulyect (o the folfowlng terma and condifons:

The dallvary mast be made omy duning office hours 13 CITEM or ax may bo specfied, Defivery (s sutyect 10 the acceplance of CITEMS duly autharcoed mpresamtaliveoliiow and
inagaction by CITEM Msragement Inspotiion Team sal/oe the Commizsion on Audil. Rojecied dwliveries are o be wiixhawn andlor replaced immodiately Oolay in the doivery i
amyonlmtrnPENAL‘rYd ) of e TOTAL VALUE of this ORDER for EACH DAY OF DELAY. In case the contractorsuppie doas nat calivar within the due cale,
mmcmmm:nwmnmdwwuu&mmyuowmmommcesmvwmcd af the TOTAL AMOUNT urndass the cantraciarfsuppline
nequesiad and CITEM granted an extansion mmmmmmmmeuwmmmamwmmmmmepuw and lguidated damages
fram any of itx meaivables from CITEM The contractorsuppiier muat present a Defvory Receipt and invoice or Official Receipt with the Job Qrder upon dellvery:

—

JAlME%’rO‘:tO S, SANDOVAL parg 1006722020 ATTY. ANNA GRAGE | MARPURI

Chief, STREDO & Prowrement Division OIC-DM, Operations Group 1
Php820,000.00 ~
CONFORME: AMOUNT aosém D, m

OIC-DM Operatlons Group 2

Approved
Marla Franc ca Bustamante Fumﬁm e
Chisf, Controllership Division P ULINA s -JUAN
12 October 2020 ' da‘

Dole
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conTrACTOR/SUPPLIER MARIA FRANCESCA B. BUSTAMANTE
anpress 115-A Connecticut St., Greenhills, San Juan

DELIVERY TERM
PAYMENT TERM
PLACE OF DELIVERY
DATE OF DELIVERY

MODE OF Procurement SMALL VALUE PROCUREMENT

Ploase providafurmiah this office the reqguirements listed below subiject (o the farms and conditions contained hersin. Address all correspondence (o the Confer for
Infarrmational Trade Exposilions and Missions (CITEM),

DESCRIPTION QTY/UNIT AMOUNT

—_— e ————— e ——— et . . A . e — - —

Hiring of a Service Provider for Content and Community Management
of CITEM Digital Platforms

Monthly
Projects Budgel

Manila FAME Phpé5,000.00 | 4 months Php240,000.00

Durafion Total Budget

) -

— —

Food Philippines and IFEX NXTFOQOD Asia Php75,000.00 | 4 months Php300,000.00

qmﬁ'_ CE— .

Sustainability Solutfions Expo and Create Php45,000.00 | 4 months | Php240,000.00
Philippines ' '
TOTAL Php820,000.00

Sources.

. Manila FAME Annual Procurement Plan FY 2020: Content Distribution and Audience
Building - Google Ads/Linkedin/Other Qutsourced Service Providers = Php205.000.00

2 Food Philippines Annual Procurement Plan FY 2020 -Content Distribution and Audience
Building - Google Ads/Linkedin/Other Outsourced Service Providers =Php205.000.00

3. IFEX/NXT FOOD Asia Annual Procurement Plan FY 2020 -Content Distribution and Audience
Building - Google Ads/LinkedIn/Other Outsourced Service Providers = Php205,000.00

TOTAL AMOUNT IN WORDS: Php

Thia ardor in placed sulyect (o the folfowlng terma and condifons:

The dallvary mast be made omy duning office hours 13 CITEM or ax may bo specfied, Defivery (s sutyect 10 the acceplance of CITEMS duly autharcoed mpresamtaliveoliiow and
inagaction by cmm%w:@ antfor the (:qnmmbnmAm. Rojecied dwliveriss are fo be mmmmmmmm D.MQ the dofivery 9
subyoct fy ihve PENALTY o £ " of s TOTAL VALUE of this ORDER for EACH DAY OF DELAY. In case the contractorsupmnie doas nat calivar wilhin the due dale,
m'mvmmfwmwmnmdwwuu&mmyuowm'mommcesmvwmcd af the TOTAL AMOUNT urndass the cantraciarfsuppline
nequesiad and CITEM granted an extansion mmmmmmmmeuwmmmamwmmmmmepuw and lguidated damages
fram any of itx meaivables from CITEM The contractorsuppiier muat present a Defvory Receipt and invoice or Official Receipt with the Job Qrder upon dellvery:

Viary truly yours, BUR No, DIGITAL-20100631 Recommanded by. ,-:“
JAIME ARTONIO S. SANDOVAL P L T ppily 'pe‘ b m%'m' ity
Chigf, STREDO & Procursment Division éé'_% “

Chief, Controllership Division PAULINA SUACDJIUAN
12 October 2020 Exeoutl

| g o NDGZA
CONFORME: . QIC-DM, Operations Group 2
Approved by.
Maria Francesca/B. Bustamante FWM%‘
Narme & Signaturs b CantractosSuopiier C. BUYAO
Dale -
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CONTRACTOR/SUPPLIER MARIA FRANCESCA B. BUSTAMANTE DELIVERY TERM
appress 115-A Connecticut St., Greenbhills, San Juan PAYMENT TERM

PLAGE OF DELIVERY
MODE OF ProcuremenT SMALL VALUE PROCUREMENT DATE OF DELIVERY

Plousse providefurmiah this office the reguirements listed balow suliject (o the farms and conditions contained herein. Audress all correspondence (o the Confer for
Intarrational Trade Exposilions and Missions (CITEM),

DESCRIPTION QTY/UNIT AMOUNT

Hiring of a Service Provider for Content and Community Management
of CITEM Digital Platforms

4. 33X Annual Procurement Plan FY 2020 -Content Distribution and Audience Building -
Google Ads/Linkedin/Other Outsourced Service Providers = Php205,000.00

CONTRACT DURATION

The contract shall be for four months and take effect upon the winning bidder's
actual receipt of the Notice of Award.

PAYMENT

CITEM will process the payment of the winning bidder on a manthly basis ond in four
equal amounts detailed below upon submission of an Accomplishment Report (with
Social Media Analytics and Manitoring Report) and official invoice of services rendered.

Monthly

Projecis Duration Total Budget
Budget -
Manila FAME 65,000.00 4 months Php2460,000.00

|

{

Food Philippines and IFEX NXTFOQD Asia 75,000.00 4 months Php300.000.00

ﬁ

65,000.00 4 months Php240,000.00

sustainability Solutions Expo and 'CTecte
Philippines

TOTAL Php820,000.00

IT HUNDR NENTY 1 ND PE 550 [
TOTAL AMOUNT IN WORDS: JNDREL QUSANC - php ©<U,000.00

Thia ardor in placed sulyect (o the folfowlng terma and condifons:

The dallvary mast be made omy duning affice hours 1 CITEM or ax may bo specfiad, Defvery (s satyect 2o the acceplance of CITEMS duly authartoed mpresemaiverofica and
inagaction by CITEM Maragement Inspociion Team aad/oe the Commizsion on Audit. Rojeched dwiveries are fo be witidawn and/or replaced immodiataly Dolay in the doifvery i»
sibjoct o the PENALTY oy V10 OF 1% i TOTAL VALUE of this GRDER for EACH DAY OF DELAY. [n case the contractorsiiiplier doas nat deliver within the due dite,
whe shall be considared i defaull and will be lalde 0 pay LIQUIDATED DAMAGES In the amount of _ gl the TOTAL AMOUNT urtass the cantractorfsupplins
requesind and CITEM granted an extarsion mmmmmmmuwmmmdwwmmmmmww and lgwiaated damages
fram any of ity meaivables fom CITEM The contractorsuppber muat present a Ceivory Receipt and invoice or Official Receipt with the Jab Cirder upon dellveny:

Viary truly yours, BUR No. PIGITAL-20100631 s ed by: —~
Q‘"# i pare  10/672020 ATTY. ANNA GRACE |. MARPUR|
JAIME ANTONIO S. SANDOVAL — i &

Chisfl, STREDO AL P v erations Group 1
, rocurarmiant g
CONFORME: ‘va AMOUNT Php820,000.00 R oy -

. QIC-DM, Operations Group 2

Approved by.
Maria Francesca/B. Bustamante Funds Avallable:
Naene & Signatuey b Confractoe’Suppiur 2 (
MALERNA.

PAULINA SUACO-JU
12 October 2020 BUYAD D TR PO
Daie Chief, Controllarship Division Executive Director w')




