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Republic of the Philippines
Departmant of Trads and Industry
E ER OHAL TRADE EXPOSITIONS
Zolden Shall Pavilion, Roxas Bled, Cor, Gil Puyad Ave., Pasay City

Solicitation No.: CITEM-2019-0250

REQUEST FOR QUOTATION
(NEGOTIATED PROCUREMENT - SMALL VALUE PROCUREMENT)

The Cender for Intemalional Trade Expositions and Missions (CITEM) inwites all interested parties to submit
fuicdation far:

HIRING OF EVENT PRODUCTION OUTFIT FOR CITEM'S
EXPORT PROMOTION BRIEFING AND MANILA FAME
OCTOBER 2019 MEDIA PREVIEW

Mease see giteched Terms of Reference for more defai's,

| Approved Bu . PHP 980,000.00
Deadiine of Eumnsslnn of Eligibdity Docurnents and Flnammal Bed 23 ¢ Ba_gim'hir 2019, 05:00PM
I Opening of Bid ;24 Seplember 2019, 02:00PM

Tha Nofice of Award shall only be issuad to the lowesi calculated bidder who has compliad with the following
documentary requirements below, enclosed on a sealed and properly labeled envelope:

Elgibility Documents (79 Envelope)
1. Mayor's Permit for the current year or for individuals, BIR Certificate of Registration
2. Valid PhilGEPS Registration Number (evidenced by a certificate or screan shot)

PIHilGEPS Certificate of Platinum Membearship may be subrmitted in heu of Mayor's Parmil and
PhiGEFPS Regisiralion Number,

Latest Income or Business Tax Return stamped and received by BIR

Motarized Omnibus Sworn Statement

Motarized Special Power of Attorney, Motarized Secretary's Ceriificate or Board/Partnership
Resolution for partnership, corporation, cooperative, or joint venture, whichever is applicable

oo

Financial Bid (2™ Envelope)
¢ DQuotation using the attached Request for Quotation {RFQ) Form duly signed by the authorized
representative.

Kindly submil these documents o ihe BAC Secretarial, CITEM, Golden Shell Pavilion, Roxas Bivd. cor, Gil
Puyst Ave., Pasgy City onthe above stated date and time.

A payment of non-refundable fee of Five Hundred Pesos (Fhp 500.00) may be paid at the CITEM Cashier
Office for the bidding docurments.

CITEM-BAC rasarvas the right 1o rejact any or all bids disadvantageous o, waive any formabily or accept such
bids a3 may be considered advaniageous to the government. Further, CITEM-BAC assumes no obligation
whatsoaver (o compansate or indemnify the bidders for expenses or logsas thal may be incurred in paricipating
i this bedding.

For inguirias, pleess contact the CITEM Bide and Awards Committes Sacratarist, at telaphone no. B312201
local 30%-or email at cligmbasgiaien com ph.
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i ATT'!" ANPL GRACE I. MARPURI
| Chairman, Bids and Awards Commities
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" Date: 11;-3.3& B

Codmpany Mama: RFQ No: 20190360
Addrass:

Contact Mo,

Genilemen:

Pease quate Nereundes your lawes pestisle prceds) for the fallowing adichespwork(s) which ae urgantly nesded by
Ihis office. I is requested thal the guolstion be seeled, signed and stamped in an envelope and submitted 10 CITEM BAG.

—
Echedule of Opening of Bids; 23 Seplember 2019 Time; DZ:00PM Venue: heeting Room 1

CHIANTITY] UNIT ARTICLE /| WORK | DEECRIPTION ! SPECIFICATION UNIT PRICE | AMOUNT

1 |HIRING OF EVENT PRODUCTION -:mﬁm FOR CITEM'S
EXPORT PROMOTION BRIEFING AND MAMILA FANE
QCTOBER 2018 MEDIA PREVIEW

Flease see sifached Temms of Refersnce for mone defals.

Approved Budget: PHP 930 00:0.00
Dieadline of Submission of Bid Is on Sapt, 23 2015, 5:00FM

Terms and Condiboe:
1.} Cwksmry parkod: wiwkng daye upon acceptance of Purchasel o Oide,

2.5 B priza mist be imalusthee of Value AdSed Tar

.4 Pmpment will ba procissss after mesipt of rvoics. Othie e ol Easrment sl be b o ta Contrac sgreed By T Purchasar and Suponer
4,3 Ay aharaberd, WRSLTES oF CUanWiings Shal bé vald cely I Ty an Sgred o nidaied by Te bidder o Rister auTonzed represertaine

5.} Begured documanis, i any. must b submiSed within X Daye aftor receipt of nobos,

The GITEM-BAC rmsirvs tha fight S reject any or 6 bids ffer and wiive sy telects tharsin snd dcoept bidls it may fl
pehebriagROUS n tha grvamment. ( U
T
TTY. & GRACE |, MARPURE I
| BAC Chalrman

TOE GITEM ids and Awvarts Cammmiies:
Per your regques!, W have indicsfed (he prices of (he abmve menlionsd aricieds tworkla] on the unil pricelamount column above
Infes e earlily that we have read, undevsloed and shall conform with the tarms and conditions of this requinement.

Cate Submiled Signature over printed name af the Authorzed Company Representative
Designation;
Telephone no.qs)
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TERMS OF REFERENCE (TOR)
HIRING OF AN EVENT PRODUCTION OUTFIT
FOR CITERS EXPORT PROMOTION BRIEFING AND MAMILA FAME OCTOBER 2019
MEDIA PREVIEW

I. BACKGROUND

The Cenrer for Intesnanonal Trde Expositions and Mesons (CITEM), the export promoticn arm of the
Diepartment of Trade ard Indugtry (TITT), s mandared g0 pramens the Philippines a5 4 sehable sowrce of
guality export products and senvices as of leads Phalippine companies m the plabal market thirongeh made
fares, masssons and othee markemng imtiatives, CTTEM ongamscs professionally managed and locally held
signature events as well as intemational trade falr participabion m key e soddwide.

Through thetr export-onened events, CITEM has supported the hvehhood of thousands of local mucro,
small and medum enterpnses (M5MES) through linkages with local designers or mmovators to eoeate new
product collectons and showease in a professionally managed platform their export produces o the global
mmarket.

Ak ome of CITEM s signamice events, Mamda FAME stands as the Phibippines® premicr design and lifestyple
event that promores the country 25 a reliable sourcing destnation for high-qualiey and desgn-orented
home, tashion, holiday, architectueal and mtenor products. Held for more than three decades, Marla
FAME has helped m developng, surtunng sl promiobng globally competoe MSMEs, exportees and
manufacturers in the Philippines,

IT. RATIONALE

As the export promoton arm of T, CTTEM 15 keen o strengthen s netwock with s stakeholders o
better perform its function m promiote local M5MEs for the global madiet and comtime bakling the hrarnd
of the Phabippmes #3 a premuer souscmyg destmton for qualty euport products and services,

Towards this strtegee dwecnion, CITEM recogmites the need to organue an Export Promotion Brcfmg
and Manilh FAME Media Preview stated on the October 1, 2019, Under the Export Promotion Bocfing,
CITEM will peesent to its smkeholdess, pactculady the local MSMEs, Business suppoet Osgamzitions
BE0) and govermment parness, the current export madker trends, demandz and prospects 0 key expont
marksets amd relevant CITEM-Jed sipature evesns and ade shiow fov 2020, The goal of the Faport
Promonon Bricfing s to relay o its stakeholders the lucmtive export opportunities i key export markets
to help them make an mformed decision m jommg CITEM-led actrvities and further strengthen CITEM s
mrage as DT1's export promotion anm.

As pact of 155 sigranaee evene publicity and promonons, CITEM wall also gegancee 1 Medm Preview for
Manila FAME m comunction with the Expart Promotion Broefing, Held on the same day of the Expon
Promotion Briefing, the Meds Preview will be coganized with digital media outhets and onling imfluencees
as part of CITEMs dircction towards strenpthening its dignial medis promotions.

Towseds these mutatves, CITEM inrends o hiee an event producninn outfit that shall provide the svenoe
il wifver lognstien] seguirenents for the (1) Export Pronwbon Brelnig and (Z) the Meda Preview winch
should be in line with the communicanons strategy of CTTEM and ovesall concept of Manda FAME as the
country's premmer design and hfestyle show.

The event producton cutfit shall ensace that the logstecal prepamiions of the two events will be executed
bagedd on the agreed mmelne i coosdmation with the CITEM management,

CEMIER FOR INTERNATICNAL TRADE EXPORTICNT AND MIEHONS gt g
; 4 T iyt 1300
Gokien Shall Favion, Roxas Bhd, cor, Bon. Gl J. PugalAvenus % NKTFP"D EREA‘TEFH
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1. OBJECTIVES

| Ewvents Objectives

| Expoct T fisethee eopsbdish CITEM 5 g gource of mrarker irends aod eade anaghs, ds vl e secengthen i

E F‘n:ln‘l-::l:iun li-:: arEhE |I:l :tnkﬂ]':nhﬂm

| Brsfing To nerenss um:lmmmlmg P ren— mmdbg relevant stakeboldess on CLLTEM-led APITARIE EVEnt

| anzl oversens frede 'Fmr [{} TF:I '|'.ﬂ|11.n:lr.|ﬂl1nl.1$

| Ter petrauct rroce u&hhnﬂu'.'l-_."pu.thq}:.l.rlu it CITEM-led 2 siemature events and LI LF parheipatiods

| T allow CETEM seabeloldors v steategiee their pacticipation in CITEM-led signatuee event awd CTF

! pasticipations

j Medi To tap and-ingpire digital and media influencers o craft and publish multimedia content about MManila

i Frevans FAME amd its shekeholders, Fﬂr'l'iuﬂ:rﬁ}' dlyaar Hye sraries of Fiipill.n ﬂruﬁul]‘nnﬂ':ip'.]l 1l Export |‘:-|':.u1|.l|!l.1-

i Lo anden Mamlay FAME"S rewch and .ﬂn,-.ngthm = l:-ru.lldmg IFL T -dl,EiI:.l E||u.l:|'r.‘b-r|‘|‘:|:l in the

I Philippines a8 e country’s premier source of quality export products and serrices

| Te stl:mg.ﬂtm CITEM's content-doven pu'nrmpl;inn o atrack more hugm and visitors o siHn up Fac
Afandla FAME

I¥. PERIOD OF ENGAGEMENT

Thi serviee frm shall be conpacied feom September o October 2019 or withan et (2) sonths upon
avwarding of a bad by CTTEM Bicls and Avvards Comnmittes (BAC)

V. SCOPE OF WORK AND DELIVERABLES

Scope of Debveratiles Specifics

Wark

Fxport Caqnrgintme. | o lmewath CITEMS event comeepr and mirger mshenee, the event production

Promotion | an Exporr cuitfat shall subemt an action plan for the event sluted on Cotober 1 for 200 pax:

Beicfing Presmotson 106 i the morndng and 100 0 the afteonceon,

(2 ) Beriefing with
the CITEM Under this acticn pli, the event produchon putfut shall sroduce the svent wath
Margapement | requiremnents, that mcludes, bt nor Brmited to:

CEMIER FOR SHTERNATIONAL TRADE EXFOSTIONT AND MG
Gukles Shell Paviien. Reias Bivd cor Senc Gl J, Py

{1) Venue with srge platform and podium, design progs, overall physical styling
and acranpemient, complmeitary e, colfeeand wifi, as well 15 notepads
andd pens or pengal. The venoe met be o a conference hall a5 m dser
hotel o an cvents space area i Makan City pegeed a1 venues like Makan
Disurend Hesidencesor Whiteapaee

{E:l Andio 1."i5ur.|l :qui.prn:nr which :i.n-|.'||.'rd=: 'ih.gg |i.3J1H. aned 2ownd b, A e T
LEER Wil ar prosctor sorcen with b foed and recording, 3 meraphenes:

% Food and beverapes for 200 pas

For TEOD-1Z00 PM morming session {100 paxh: AM snacks {1 food vamant with
complimentary water) and Lonch Buffer (3 food varants with complimen ey water
andd ioed tea).

Foe 106-3:00 FM aftermona sessmon (100 past Afremoon Snacks {2 wamunts of

srmcks with l:umf:li.rnmﬁq.' weater andd deed rea),

(4] Chne (1) Emcee thost and oo (1) modermimr, voide oeér

(51 At least Four (4 food catering arendants and tabde diseributor
(6 At loast o (& Ushers and wheretres;

1 At least theee (9 Technicd Sl and Produedon Saff

Pasay’ City, Weire Marila, Phiippines
™ B3} BIXJUES

infoifcitem, com.ph = www. gilem.gov.gh
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Ml.'.‘d'b‘. C-::—-c:-t‘g.u:ia.t The medss Flrm-n!w shull be held ap £0ET:00 FAL on the same gaieand venue of the |
Prevwrw i ek Export Promotion Brsfing, The event production outfit st cosedinate with |
[0 sty previaw m the Digital PR Agency hired by CITEM, which will provide the event |
pEcaTcEE concepl and program flow, and manage the media preview.
Manila
FAMEwith | The evens production outfit must be responsible for e Randling and payment of
the CITEM | the overall lngistics of the event, such a8, but nst lmited o
Management
At i {1) Venue with shugy platform and podwim, design props, overall physical
eontracted styling and arrangement and complimentacy water, coffee and wifi, The
el PR venue msr bieata confeeence hall in a 5- w0 d-star hotel or an events space
Agency area i Sk Oty pegrped ot venoes ke Makan Dameond Resdences or
Whitespmeee,
i3 A separare and mere ntimate adjacent space at the venue of te Expoer
Promoon Bricfing must be provided 1o accormmedate B pax for
fi b B cocki il
3 Aodio-visual equipment winch inchebzs stuge lights and sound system,
Pl 2fr LEDR Wil or projector serecn with Tive foed and recosding, 3
microphonss;
() Sis [6) varianee of light cocktl Mhars & seurr,
{5'_,! Ol I."I:] Eanieee st
(] At et three (3 food catereng atfendants and table deiriboror
(7] At lewt voo (3 Ushers and wihecomes,
(B A least theee (3] Technseal St and Production Seafk;
Ypdasing Ewent Ag part o administeave suppaor, the evene production cutfit sh_:ﬁ_m develog an
and Upsdies acwan plan oand  breakdewmt oon pecossary logsnes and prowvide omely
Coordinan fesdbackstatus of preparanons to CITEN; (2 coordinate with CITEM o the
o overall execution of the event, promation, 28 well @ budger allocation; (3) follow
the coeative direction provided by CITEM and it conteacted Digimal TR Agency,
el {4 ek event producton outfie shall oot an effugent fling and referencmg
svstemn of all documients. =3
Prost-Event | Subnsisgeon The ewent pﬁrdutli.l}n autfrt shall submat by CITER a prist=dnent mj'.u:lr'.r of the
Repert f Bwverit Export Promoticn Boefing and Media Preview warhin fiftecn {15) woking days
Eepors and after the Export Promotion Boefing and Meodi Preview,
| Feedback
VI. RESPONSIBILITIES OF CITEM AND EVENT PRODUCTION OUTFIT

EVENT PRODUCTION OUTFIT

1. Desipnate ane (1) project coosdmnaror to ensure the mely debivery of duputs and eoordmaton aqvh
CITEM, theough the Commumeations Management Division (CMI, as well as, the conteacted Digital
Pubdic Relations (PR) Apency, during the contract penod.

2 Sulsrrst an acpon plan three (3) working days after the issuance of job osder (JO), The acton plan must
mnghads the necessary logistecal requirements and budget breakdown for the Export Promotion Boe fug and
the Medm Preview. The action plan shall also be in line with CITEM's overall event concepr of the Export
Promotion Brcfing and 15 subject for seview and approval of CITEM Manageiment.

3. Ensure conssstency with the overall objective and concept of the Export Promoton Brefing based on
CITEM's concept and mandate; and Medhia Preview based on Manila FAME's brandimz and messaging:

CEMIER FOH INTERMATIONAL TRADE EXPOSITICNS AHD MESSEOMNS
Cioklen Shell Favilen, Roxas Bhad. cof Ser Gil J. Puyat Averae 1300
F'a.*.n:.' Ciky. Malre Wanila, PRISpmes [ESTY A21-270% 80 O
By §32:3965  infogaiiemcom.ph O www gltam., gov.ph

MANILA
FAME
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4. Provide and shoulder all costs of nocossany personnel, facilies, sccontmodation, production aquipment
and setup, and conduct all necessary preparatory and other actvibes 1 aceomplish the agreed seope of
weork and deliverables, Lo, venue and eateser, evient planmiig and coordinstson snd multmedia and audio.
visml production. Any additional costs incurred relative to any aspect of the event shall solely be charged
to e Event Peoduction Chafie;

3. Regulady conrdinate with CTTEM and contracted Digntal PR Agency dunng project dusanion to discuss
actvatnes, agsues and oeher concerns related o the event;

. Subnut reports decubing work progress, wsues and concems, and recommended next steps in relahon
with the propect &t mo addibenal cosg o CETEM;

7. Provde meals and accommodanon for thew onste saff for the whole dumnon of the conference and
el prrevisar, meluding ingrmess and cpress peniod,;

B. All event preparations and proceedings should be treated with Rl conBdentiality and may noe be shared
by any other party aside from CITEM;

9. A post-event report should be submmitted 1o CITEM within Biteen {15) days after the event. The fnal
post-event report should be submutted in a printout with a pontable document file wa LSE dove.

CITEM

1. Peovicte all formation and materials necded to accomphish the scope of work, including cvent concept
foor Expart Promoton Braefing and Mamls FAMIE's Marketmg and Commumeations (MarComm) beef for
Mamals FAME Meda Presvee

2, Review and approve all materialys and debverables produced by the Event Productson Ourfir,
3. Provade at least owo (2} support smff oo coordmare warh the Event Producton Ourchg
4. Provide necessary pro-work and post-work files, matcrals and information to the event production cuthi

5. Prowvacde final copags of the speeches, messages and presentmnon natenals b the speakers and resource
person,s o the event producnon cutfis

6, Issue 4 Certificate of Compbetion within five (3) working days upen the submission of 2 full post-event
riepart for the full payvment of the services.

VII. DOCUMENTARY REQUIREMENTS

CITEM wall conduct a procurement process per Repubbic Act (RA) 9184, The contract shall be swarded m
the lowese caleulated and vesponsive bidder,

VIII. PAYMENT TERMS

The proposed payment scheme for the campagn will be illed progressively wpon complenon of the
following milestones;

CEMIER FOR ENTERMATIOMNAL TRADE EXFOSTICHT AND MIFIONS e

Goiden Shall Pandion. Rexas Blvd, cot San Gl J, Puyet Avenue 1200 NXTF»D EHEATEF"I

Pasay City, Metro Manis, Phifppines (832} &31-2201 1o 0O =i\ L1 =
L {Ea2E B33A9R5 0 infoffoitein com.ph B wweglibem . gov.plt A AE'A
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PHILIPFINGES

Milestones Drate of Payment Payment %
Approval af action plare Eor CTTEM Bt Promodmn Tty {30 working days |
Boiefing and Manila FAME Medm Preview . (Fosth week of nfter appeoval afacton
Chcrober 20405 pilam.
Co-organizng and facilation of CITEM Bxport Promotion Therty {30 working days kL
Beseting amwd hledn Preview (et o socofd weel of Oeeober | alver cvent and
. R after Subivission of
AR Y - procurement proof
Sulsmrssion of past-evene repoet of CITEM Export Thirty {307 working dags ¥t
Promonon Boshing and Mala FAME Medwm Preview (Fourth. | affer submission of post-
weck-of Dewber 2019 EvEnt re PO
| Taral 100
IX. ESTIMATED BUDGET

The above expense shall be charged o the BEvents Manigpement and Producnon Services under 17
Corporare Commumeations 2019 bedget vith a total nuecmim budget allotment of Mme Hundred Fighty
Thousand Pescos {Php 9800000000,

X OTHER TERMS AND CONDITIONS

1. The Apency espmate Approved Budger of Contmer (ABC) for the progect 15 Mine Hundred Eighry

Theusand Pesos (Php 980,000.00) inchasive of all appleable tixes, commigsons, bank charges and other
forsas may be inoucred mothe process.

2, Al multmedia content and ongnal materals {mw amd edited) conceprualized and produced in
comunciion with tns event producnon contract shall be owned by CITEM, with full and exclusive mghes,
retative to the future wse thereof both in the Plubppmes and wermanonslly. This should be submitted to
CITEM i a portable hard dove/s provided by the winning badder

4. Al material /s produced by the winmmg badder shoubd be ongemal and algmed o CTTEM s mandate.
5. The winming Faent Producton Chache shall be subject o the assessment by CITEM accooding o the

effecnvences of delivery of any part or phase of the project. CITEM reserves the mghu o ermmare the
services of the wmnng bidder should sy parct of the defiverables be unsatisfactory

Prepared by Maoted by:

f@ o
Ti Lari
In fhicer 111 nfommanon Offcer ¥

Corrrmamication Management Division sommunication Management Division

Recommendmg Approval:

LS

Cruz Dimaano
rtmnent Manager
[ )

CEMNTER FOR INTERNATIONAL 1BADE EXEPOSITLONE AND SUSEICHY
Caolden Shel Paviion, Roxes B, car. e, G Puyal Ansnue 1300
Fasgy CHy, Melso Manfla, Phillpplees  (833) B31-2301 o 04
SleaE) 832-1mE5 1 infefefiamsem.ah 1 waw cHemLgoy.ph

MANILA
FAME
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