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TERMS OF REFERENCE (TOR)
HIRING OF DIGITAL PUBLIC RELATTONS (PR AGENCY
FOR MANILA FAME OCTOBER 2019

[. BACKGROUND

The Center for Intemntional Trade Expositons and Missions {CITEM), the export promotion arm of the
D-L'p.‘Lan:u.'nl o Trade and Illdmlr_r' {J:?TT},_ s rranelatesd & e thw l"'ll.ili.ﬂ:ri:w:n a5 rehabile sournce of
guality export products and serviges m the global market through trade fis, mesaons and other martketmg
miatves, The Agency organizes professionally mamged amd locally held signaoure ovents as well as
mrgrnanonal teade Bir parocpanes i key cioes woddwicde

As ome of CITEM's synatue evenrs, Mamika FAME is the Philippines” premier design and hifesoyle event
that promctes the cowtry 25 o relmble sourcing destmaton for high-quality and desym-oniented home,
fashion, holiday, architectural and interior products,

Hekl for more than three decades, Mamla FAME has helped m developimg, nurtunng and promotimg
globally-competitive small and medium enterprises (SMIEs), exporters and manufacturers in the Philippancs,

[t has suppored the lvelihood of thousands of local small- and medium-scale enterprises and artisan
commurnitses through bnkages with local designers (o create new product collecnions and showease moa
professinnally managed platform to exhobit their expont products t the global marcket.,

I1. RATIONALE

Admid the mee of digital platforma and snfluencer marketng i promotng export-ready Phalippine products,
CITEM 8 esopang up 2 onhee and dyneal medes watnstnes mote tade foes, snasseons 2oad otlier moackemmyg
actvities in order to sustin ifs position o5 3 leading cxport peomotion agency smd better perform ies
mandate in bulddmg the brand of the Plulippmes az 2 prener sourcmg destinaton for quabity export
pn:llul:tr; mnd H:'n'inc:: i I:|||.:: arneld.

Towards thes daygeal theuse, CITEM eecogriees the need w0 bolsier s dyptal media promonons o fully
barness the I:ml,i,:l:l.l:i:l af cnl::rg-llg cirtlime l:ll“fl;rnll..-: angl tap rebevant maceo- el mscoeem Auencers m
sumtegrcally promotng Plulippine products and services.,

Tz, CTTEM msends w hire 2 digial public relanons agency w promote the 70 edinon of Mamla FAME
o Dctober 2019, The digial PR agency s expected o hapbshghs Mambs FAME and all as pestinent show
commponents such as, b onon Teneeed w, Despn Comumune, Green Crafts and Arsans Village, hroaseh
vanuus malomedia content, metha event, meda guesting and iviaoon of digital influencers.

Al promonomal makerals and actvines of the hoved dignim] puble relations agency st be ted topgether
with the commumcations strtegy of CITEM and overall concept of Manmla FAME as the country's
preoaere design and Bfescyle show, This oall ensuee thar acovavhes and owtpaits of the digieal publc selinoms
apency waill e consastent with hamly FAME"S tone and boaschng.

The digntal PR agency nwst also peesent a digital promotion and mudtimedsa content steategy thar tagers
the CITEM s stakeholders m the conduct of Manila FAME. As such, the dygral pubhe eelanons agency 15
expected to phioand execute theee frgeted campagns namely 1) interpational buyer campaign, 2} meda
camypangn and 3) peneral pubhe campam.
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Il.

OBJECTIVES

Tor widen Mamls FAME S reach and strengthen stz |'_I-|_';'|1'|d-i1'|ﬂ 1 TR d#u‘l platforms m the

Pluhippenss as the country’s premace source of gualiry export products and seraces.

L To op and mepire dipgal and media afluencers o eeaft and pubbsh multoredn eoneen: abous
Mamlas FAME and ws stakcholders, partseulaely about the stomes of Filpino craftsmanship and
exprort produces

3 To concepnmhze and execute a medn event for the 7 echnion of Mamls FAME, which mvolves
rjlgiu] pross aned onbine inflisencers.

+  To stremggthen CTTEM s content-drven promonon o amomce mworee uyers and visiions oo sign op

for BManmla FAME,

IV, PERIOD OF ENGAGEMENT

The seevice firm shall be contracted from September to Maovember 2019 or withm g penod of three (3)
mariths upon awardhog of bul by CITEM Bids and Awards Commantee (BAC)

V. SCOPE OF WORK AND DELIVERABLES

Scope nf Waork

__Deliverables

Phueld om CTTEM's
COmATInCanons und
pubdicity plan o develog and
publish onlne pres
ru|L'J.'.|-|.':.-".n'|i|;'||'_!~. 'P\JI.rlbI:I!,
videos and ather multimedin

| conrent prpered for seeding,

1o tegeal publazatons and
otline mfluencers" m
arnttegicifly promoie Masili
FAME s the Philippanes amd
7 ETLI[ET SXPOTE COUnNInes,

*Frach fnffvescer fnasited o My
srvel ok o desd’ Saver 10 INA)
fallawierr wn iy sf dheir sociul
.uu'r:l'."p' SEERETL

Tha: dynsal PR mgrency mmss subanet 2 mulhanedia content plin that ean’ sarget

three ) man stakcholders of Mamls FAME, nemely, insermational huyers,
vedia and influencers, and genesal pulslic

Feie the durabon af three [J-:I n:uml:h'L, the '|:l|:|r| sl Bae ﬁnl.]._l;ll'l.r.ll-lu‘[ wiles theee
phases: pre-event, durmg the event, aml post-ceent promotions sl mast bean
ligse otk CUTEM's Management and Co-Studics, which is Manila FAME’s
ceesmive direcmor. The digind conent plas should also inchide eancs for online
mcclin placement, publiceons and mubomedn matenak

At the minsmurn, the slgptal PR ageney rsst wdentify mvd pobbish o lose reo {3
multimeda contents every woek For three {3) masths based on approved
content plan for the dursbon of the campaign in oo (3 separnic infuenal
anling design amd [Feayle pabslicanons i the Philippines ne any of the majar
expint coundrees, meluding, lat not amites] o, tee LSA, Japan, Caicada,
Auzzrahn andd the Foropean Umion.

The dagital PR sgency should aleo submir o maonthle report an bey perfonmance
madicatoes b measure sucoess, progress and pugee dwe success of thesr campagn,

Coneepriahze, orgamze and
manage a media preview o
promote Manila FAME, is
theme and sheaw componenizs
o relevane quacl-medes
merworh and digiesl
I.I1FI|.ICI|'I.I.'-I.'I'E|

The dagimal PR agency mist concepuiize, exeoute aind decament o mesdia event
rarpeted to quad-mieds cutlers snd digeal infleencers s prommoe the T
cianon of Manik FAME based an the legstcs proviced By and in coondanation
with th events maagrmint and production outfit conmiceed by CITER. The
cotracted digited PR pency shall awvite s quesd-miedia media nepanck and
digival infleencers wo anend the media evene. They must secure the arrendance
al, an lease, 530 dpaad-medss puedts and onlme medin influeneers o the provse.
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PHILERFENLS

In eocedination with CITHEM and events mamagement and pr sdutson outhe, the |
contracted digital PR agency shall be msponsible tor the program flow, scopr
and nerraive, a5 well as showlder the sxpenses in procureme) of one-hundeed
rwertry {120 smecha fokens and producing the malomedia content necesgry to
promote Mamila FAME i she media preview. The digtad PR agency shal
concepnElie A program thi can ceer o ot least 120 media gaests,

Tap relevant diginal press and | Idenofy and secure she anendance of, ar kast, 50 l.p.rl.d ~rrwcclan gmiesis ancd anfme
onlse muencers o promate | redia influcneces surmg the Mande FAME show w ascnvely prosnone e event,
the WM edition of hManady Each wifluencer must rlubllsh ar benst one {1} pegeevent poes cn ther anling
IFANITE: platform or social media pape/s s, a3 leasy, {2) onste poats feith decrtmng)
o ther enline pludorm o soval media pagefe

Turstsver of press ndease and | The contraceed :I-i“gu] "R apeney shall sulinue to CETEM all ios mlrimedia

ety mulimedia assets g coament rrade a3 part of the contract. Tt mast also submic a repor on it
[ CITEM. Sebrm dediveraliles, a8 well us provide analysis and recormmenshanons on bow CITEM
| accomplishment wned st impeove it digieal rerketing promonons eeed on the dppal pubilsccy
| debinefing FCPnT. carnpien developed for Manala u"l.‘r_r- . .

V1. RESPONSIBILITIES OF CITEM AND DIGITAL PR AGENCY

DIGITAL PR AGENCY

1. Dessgnane owo (2] project eoordmators o ensure the amely defivery of outputs and coordimation wath
CITEM, through the Commuamcatons Management Division (M), dunng the contract pennd.

2 Submut 3 mulomeda content and digeal publicoty sty thaee (3) worcking days afree the awaed of
contract. The mulimedia coneent and digieal publicity seeatepy muse inclade the (1) mulomeds contens
dehverables and wmehne; aod [2) the coneept, steatemy and @ogee quad-media guests and digital influencers
fior the media preview, The multmedin content and digital publcity sieategy shoukd also be i line wath
Manth FAME's markering commmumeations (aelomm) boel and s subyeet for review and approval of
CTTTEM Manapemsent.

3 nsorne EOMESETETEY af nssIEng af the Media Prevenr based on Sanal FAME's hrjmimg manil
nlpﬁx:lﬁil:ﬂ_ll.

L. Proveede and shoulder all cnsts of TECERsnny Fu-mmn:l. I_m;ili.t'icsﬁ accorEmiscn I:'n:llp,'|_1n:5-|h|.-|:l:|n|1 4._-c_|1.|:ipmr-.nt
and setup, and conduct all necessary proparamry and grther aconitics to accomphish the ageeed scope of
wiek and delecerables; ve.; event planiing and coondnatam and AV producticen. The contracted dyaeal
PR pgency should smy weithin the proveded Budger unders the contmcy

N Rq'gl,llnri_l,' cuorlite wih CUUER and contracied ovents AN el pm wluction vutht e Bamla
FAME durmg project dusnon to discuss actvites, issues, and ather comceens eclated o the evenrg

ti. Submue a weekly update demiling work progress, sssues and concerns, and recommenided nexe steps n
pelation with the project ac no addinonal cost o CETEN;

7. Prowsle micals & accormminddanon for thesr asesade stafl foe the whaole duraticn of the conitsact a1 Cost
w CETEM;

8. All event preparanons and proceedings should be treated with full confulentiabty and may not be sthaned
by any other party aside from CITEM; and

W An amtal deaft of the post-event report should be submitted o CITEM wathin W days after the event,
full and fnal post-event ceport with full event documeneation showld be submsmed to CITERM sy 30 day
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after then event. Final post-event report shoubld be submutted 25 2 pontout with a piniable document file
3 USH dave.

CITEM

. Provsde a marketng communications (MarComm) brief 1o enable the digieal PR ageney 1o eeaft
miultineds content and demal publicry steategy:

2 Review and approve all matersals and debverables produced by the digital PR ageney;
3. Provade ar least two (2} support staft e coordinate with the diygtal PR agency;

4. Provide neeessary pre-work and postwork bles, matennls, smformanon and necessuey resowrces o the
weam leader of documenners;

3. Provide mputs amd dirccoon on the desired documentanon oupur afwer the il report as boen
submmrred;

i Issoe a Cemificane of Complenon within ten (10) working days upon approval of the full post-cvent
eepoct, full rext of the dooumentaton eeport for the full payment of e senaces

VIL. QUALIFICATIONS AND TECHNICAL EVALUATION

i EQUALTIICATIOME (MY pussing seurc) Dacumentay | POINTE . |
Begumemen s |
b Fronl of Servioes U0 (H peens)
I o Peoof of peevious digal compaigas with online press elewse ind midimdia comens Loy 15 prazite
e ———————— : rtbaka
] Ferar il mueclin BureBy'event argraniein g experse oo, wlicly o limded dndee: milurscrs IE[""".'"
L__ il Exatent of Media asdl Influemcer Merwark (25 poinis) -
| T W _T'-.n.-ni'n.r previUs ar g srggement wailh inlermasional digtad pross fmodis e bwerhs L v nialin 141 pacvivitd
wnl inusencee
| . Pesaf of peeviaus of ongoeg engigereen with nanonal and eeponal Sgial press'media e i T 5 el
L oerwodhs o pr
1*pad af ith unling infka ik i 191 porine
= i af paavEsis o angueng cega g e with unline wm Erre ikl e e I
ardine
R L tipdu s are
= Casnpagen Kuperenes and Pordolin Credeniials (48 poine)
| " Iniemamonal or bacal hfestvle m‘l'l'.lej'li-l:lTl-rv'l-ﬂrd:unTrq:n the 'H agency has Lemchexd Company |5 prite
witham § vears: itk
| A B BT 5 pesients
At e 210 pai
Millesr B 5 paanis
G T
] tritcrmitional o kool wwasd be s oo -grong body o ersmee Far 51 loss 5 voen 1 Awand Lisi ar T*-I'T'"'""'*
Manites
A et 2 10 pomits Do urnenlstkm
Al ks 125 poins
:‘“-;n-r-.':l:lF'uuh
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Chily the bidder/s with & passing score of 90 pounes shall proceed with the opemng of the Faancial Bad.
The comieace shall Be awarded v the Jowest caleulated and responsive badder

VIII. PAYMENT TERMS

The proposed payment scheme for the campaign will be billed progressively upon completion of
the followmg oulestones:

[ Milestones Date of Payveuent Paymen %5
Lipin approval of digieal PR compagn and nmelines. Thirry (M) worksg days 201%s
I.'l'-a.rgcl: daie of sudvmeEsion 1 on the fherd weels of wller aapare q.-;ﬂq_.l'diﬁi:ml
Sepirember.) PR g,

" Submisson of documentanion on CTTEAE meda Tharey (3 workemgs daye 5

presvizar weathy the minmwim cequirsd number of diped | adfter submisscn of medes
press and onlme mtencer amendance, (areer dare presew decumenanon,
I of subrmission s on the third week of Octobes)

!_.“;hIﬂIEEI'DI.'I af accomplshment repart and future Tharry (3 workeg days Al
dipstal straregy recommendations, {Target date of alrer submission of Al
submssen i an the second week of Movember.) perst-ovent Morals AN

report and fusmsover of
mlrimedss asscis v
cxtermal HI2EL

| Total (i

IX.ESTIMATED BUDGET

The above expamee shall be chasped 1o the PR & Publcy/ Onho Poemotsn propram undee Mamla FAMLE
Chprnbaze PRI weighy & sovtal enasaprinn I,::,-,t;n allcstra of MNews landes? I'u'r'|] Thesmsmarn] Misos -:'.I'-"I'up b 00N

X. Other Terms and Conditions

1 The Agency estimarg Approved Budger of Contrace (ABC) For b projest s N Hundeed Fifty
Thousand Pesos (Php 230,0000040) wdusive of all applcable tses, commssons, bank charges and other
fees as oy be incurred anothe process,

2 Al nulnmedia content and omynnal materials {mw amd edited) concepoaluzed and produced in
comjunceon with thes digial PR camgaign shall be oamed by CITEM, wath full mad exclusive nghis,
relaove o the funire use thereof both in the Philippines and internanonally, Thas shoukd be submitted o
CITEM in a portabde hard dove/s provided be the winming idder.
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3. All materal/s produced by the sammag bidder should be onmnal and aligned to CITEM's mandate.

4. Al and cach of the mulnmeda content and ongrmal matenal: produced dunng the penod of
enggrernent shall e amenable to wdits at no cost to the CTTEM For 2 masimum of 5 revisions, Sepments
of this digeral PR campaign not implemented for whatever reasom shall also be revised or modibed by the
winnmig agemeey and at no cost on the part of CITEM and for the purpose of modifyine sad segmment(s)
for future implementation.

3. The wanming agency shall be subject o the assessment by CITEM acconding to the effecovencss of
delivery of any part or phase of the campagn. CITEM reserves the apht to teeminate the seevices of the
winnmg agency shoubd any part of the dehverables be unsansfactory.

Prepared by: Pasted Ty

At

[dformanen Officer
Comimumeanhon Management Divigion

z Dimaano */ Pauline Suacoz{yan
riment Manager Execunve Di

[
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