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FPHILIFFINhES

TERMS OF REFERENCE (TOR)
HIRING OF AN EVENTS MANAGEMENT AND PRODUCTION OUTFIT
FOR CITEM'S EXPORT PROMOTION BRIEFING AND MANILA FAME OCTOBER
2019 MEDIA PREVIEW

I, BACKGROUND

he Center for lntermanonal Trade Exposigons and Missions (CUTEM), the export promonon arm of the
Department of Trade and Industey (DTT), s mandated to promiote the Phadippeaes as a relable source of
quality export products and services as it leads Phibppime companies in the global market through made
furs, mussions and other marketng mitanves. CITEM organuees professionally managed and locally held
sygmature events as well as mtermationmal trade far partapation i key anes worldwaide

Phrough ther export-onented events, CITEM has supported the velibood of thousands of local micro,
small and medium enterprises (MSMEs) theough hnkages wath local dessgners or innovators o create new
product collechions and showease m a professiomally managed platform thesr expont products to the global
market.

As one of CITEM's signature events, Manida FAME stands as the Philippmes” prenuer design and hifestyle
event that promotes the country as a relable sourcing desonaton for lugh-quality and desygn-onented
home, fashuon, hohday, architecrurl and mtenor products: Teld for more than three decades, Mamila
FAME has helped modeveli inng, nurtrmng and promotmg wli rbj[ll:.f compentive MEMLES, exporters and
manufacturers i the Phiippmes.

II. RATIONALE

As the esport promotion arm ol LYTT, CITEM 15 keen 1o strengthen ats network wath s stakeholders o
better performats function to promote local MSMESs for the global market and continue bunlding the brand
of the Phikppines as a premuer sourcng desunanon for quality export products and semaces

Towards thas stratege daeeenon, CITEM eeeopnrees the need to dgamee a Export Promioton Boe bng and
Mamla FAME Metha Peeview slated around the brst week of Ocmober 20019, Under the Esport Promaonon
Brefmg, CITEM wall present to ats stakeholders, paruculardy the local MSMEs, busmness support
organianons (BS0s) and government partners, the current export market trends, denands and prospects
n key export markets and relevant CITEM-led ssgnature evenits and made show for 2020, The goal of the
Expaort Promonon Bnchng s 1w relay 1o us stakeholders the lucmtive export opportumunes i key export
markets to help them make an miormed deason m jommg CTTEM-led acnvanes and further strengthen
CITEM snage as IYITs export PECITORON arm

As part of i1s sgmature event pubhary and promonons, CITEM wall also omanige a Media Preview for
Mamla FAME in conjuncnion wath the Lxport Promonon Bnefing. Held on the same day of the Export
Promonon Brefing, the Media Preview wall be organszed warh digaml meda outlets and onhine mfluencers
as part of CITEM's direction towards strengthening s digntal meda promotions.

Towards these munaoves, CITEM mtends to hiee an events management and production outhe that wall
(1) assist the agency m putting up the BExport Promotion Briefimg; and (2) execute the Meda Preview. For
the Export Promonon Brefing, the events management and producoon outht shall provide the majpor
requirements for conduchng the event, from program flow, venue, food, and other logastical and techmeal
needs, For the Medm Preview, the events management and producnoon outht shall only provide the venue,
tood, and other logsocal requirements of the event i bne with the commumecanons strategy of CITIEM
and overall concept of Mamla FAME as the country’s prenuer design and hiestvle show.
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The events management and producton outfit shall ensure thar the armngements —conceprual, logsncal
and admumstrative prepastions of the two events wall be executed based on the agreed nmehine n
coordimation with the CITEM management.

II1. OBJECTIVES

Events | Obr;mves _
Export To turriu.r l."tl.llI-[I:l]'l . “I‘“ l-?: a source of market rends and fride 1.1151!.,!11‘\ a well s srrengthen
Prometion | 15 nes umong its smkeholders I
Brefing T increase tml.lrhr,mrtmg and awarcness among + televant snkeholders on CITEM Jed sipLEe

cvents .un.! overseas frade | J:'.l.l.f gL IT} prartcIpAtion

To attract miore _r\iul ntors/participants i CITTM Iul »u_.,n SLEe EVEnts md HH et _
To allow CITEM stakcholders to strategae their parivpation m C TTEM-ed signature events and
CVTE partwipaticns

Media Preview | To mp and inspire diyntal and medi mtfhuencers 1o craft and publish multmedis content about
Manila PAME and s stakehobders, particularly about the stones of Filipine craffsmansdup and
Expx it prr.u.ll.u

T widen Mamls FAME's reach and 111"r'ngl|'.|.11. s Ilrmlilm‘ n vanous digtal p].llhll!‘l‘l"li n the |
Phalippiries us the counmy's peemaer source of quality expert products and serviices B

T strengthen CTTEM's content-drven promonon to atract moene buyers and vistoes o sign np for
Marala FAME J

IV. PERIOD OF ENGAGEMENT

The service firm shall be contmcted from September to November 2019 oe wathn three (3) months upon
awardmg of a nd by CITEM Dads and Awards Commactee (BAC)

V. SCOPE OF WORK AND DELIVERABLES

' Scope of Work | Deliverables | Specifies
Export Provnotion | Co-cingantze an Fxpon In hne with CITEM's event conceprt and target audience, the
Bricting Premonon Brcting with | cvents management and producnon outht shall sulmit an
the CTIEM action plan for the event situated m 4 banguet-hall style venue
Management thar muy allow For 120 pucsrs per event session, Carceing a trokall |

of 240 guests for tw sesslnns of the Export Promoton
Brivfing, one in the misming wad one mehe afternoon. The
Fasport Promotion Boefing s targered o be held moa single day
ity the first or second week of Ociobér

Unider this action plar, the events management and
production cuthit shall shoulder the magor event requirements,
which inchades; bur not lmited 6

(1) Venue with design props and overall phvsical arngement,
‘The venue must be ar a conference hall n o five-star hotel oran
intormatoral convennon arca Gl

(3 Avdis visual equspment which meludes s and soueds
with stupe and 9x 12t LED Wall warh live teed and recording,
() AM sracks (3-course meals with complimentiry warer and
anndt), Lunch Burter (selecnon of at feast 6 ditferent meals with |
conphimentary water and soda), Aftemoon Snacks (2 vamans
of snacks with complmenmny warer] tor the Exporr Promonon
Brcting

(4} At least one (1) swalt for photo and wideo documentanon;
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(3) Pr arp,r.n:n florw and script, one .,llul"rrm /host and one (1
moderator, vonce over and entertunment;

(6) At least five (5] food caronng artendant and alile distmbutor |
{7} At least rao (2 Ushers and usheretres;

(B} At least three (3 Techrcn! Staff and Producnon Sarf;

(M 120 set of stanvnencs For ovent guests, among ather

|='J!!,'i.$l1|.3-

All the logisncal regquirements wall be sulject fo review and
approval of the CITEM Managerment.

| o =
Medm Preview

| Updating and

Coonhinanon

Croangritinee a micdia

Preview o promote
Mamila FAMIZ wath rhe
CITEM Maragement
and stz hared Digptal PR

Agencs

The media preview shall be held on the saroe day after the
Export Promotion Baeting and must be able to decommodare
120 guests. The event conceptand program flow will be
provaded by the Digreal PR Agercy hired by CITEM.

The events management and producnon outht mose be
responsible for the handling and payment of the dverall logistics
of the evene, such as, bot oot bmred 1

(1) WVenie with desgn props ind overall physscal
arringement. The vemse must be at 4 confenchoe hall
tn a fivestar hotel oran internaticonal convennon area
facility;

2 Audio-visual coupment which includes hights and
sounds wirh stape and S 126 LELD Wadl with lve feed
and recordugs

(3 Danner Palfer selection of at least 6 dittecent meals
with complimentary watee and soda) and Cockeals (at
lesst 4 ditferent types of cocktal drnnks) tor the Mede
Previeas

(4 Arleast ane (1) statt for photo ad vide
documentanon;

(3) COne (1) Emceehost and one (1) moderator;

(6) At least fve {5) foud carerng attendant wnd whie

durnbutar

(7). Ar least rwo (20 Unbers and usherertes;

(A AL lease thee 08 Tochnical St and Production Staff;

All the logistical requirements wall be subject ta review and
approval of the CITEM Managemenr.

As part of admusstrative support, the events management |
and production outhit shall (1) develop awerk program with
corresponding tmebne i procunng necessary logmstics and
prowacde repular (at lease cnce o week) and tmely

Feedbuack fstatus of prepaeations o CITEM;: (2) coordinate with
CITEM on the cverall execution of the evene, promotion, as

wiedl us bandger allocation; (3) and the event mangement and
production dutfit shall handle documartanon of Jl

evefits facmvities and mamtun an efficient filing anid feferencng I
systern of al documents

Post-Event Report

CENTER FOR INTERMATIONAL TRADE EXPOSITIDONE AND MIZHIONS Pt gt

Submusseon of Event
Dowcumentunon and
Feedback

The events manmagement and producoon outhit shall sulsmat |
to CITEM a post-event documentanon of the Export

Promonon Briching and Medu Preview sarhen fifteen (15))
working days after the Bxport Promotion Brefing and Mede
Preview. The events mamagement and producnon outfit

shall wlsor prepuee, dismbute and document survey fotms n the

| Export Promotion Briefing to gather the fredback of
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| partwapants, The contents of the survey form shall be cratied m |
coorchmanon wath CUTEM.

VL RESPONSIBILITIES OF CITEM AND EVENTS MANAGEMENT AND
PRODUCTION OUTFIT

EVENTS MANAGEMENT AND PRODUCTION OUTFIT

1. Desygmate two (2) project coordmators to ensure the tmely debivery of owrputs and coordimtion with
CITEM, thrnugh the Conmumicatioms Matagement Divesion (CMEY, durmg the contract pernod.

2. Submut an action plan frve (5) working days after the wsuance of job order (JO)). The acnon plan must
wniclude the necessary logisncal requirements and omelme for execution for the Lxpon Promonon Bnefing
and the Media Preview. The acoon plan shall also be m hne wath CITEMs concept of the Export
Peomonon Baching and 15 subject for review and approval of CITEM Management

3 Ensure conssstency with the overall olyecnve and concept of the Export Promotion Becefing based on
CITEM's concept and mandare; and Meda Preview based on Mamla FAME's branding and messagng.

4. Pronade and shoulder all costs of necessary personnel, facihnes, sccommodanon, producnon equipment
anid seup, and conduct all necessary preparatory and other acovates o accomphsh the agreed scope of
work and deliverables, ve, venue and aaterer, event plinnmg and coordmanon and mulbmeda and audio
visual producnon, Any addinonal costs mcurned relatve 1o any aspeet of the event shall solely be chargecd
o the Events Mamagement and Production Churth;

5 Regularly coordinate with CITEM and contrmcied Dagstal Public Relanons (PR} Apgency for Manika
FFAMIL duning project duranon to discuss activines, issues and other concems related o the eveny;

fi. Subymut reports detnhng work progress, sssues and concemns, and recommended next steps i relation
with the project at no addinomal cost wo CETEM;

Provade meals and accommodanon for thew onsite staff for the whole duration of the conference,
mcluding mgress and egress penod;

Ho Al event prepacitons and procecdings should be treated wath full combdentmabty and may not be shared
by any athier parey asule Teom CITEM,

9. An amtal draft of the post event report should be submnted to CITEM warhun 10 days after the event,
tull and final post-event report wath full event documentanon should be subnutted 1o C11EM withan 30
davs after then event. Fmal post-event report should be subnutted i a pontour wath a pantable document
file m a USBE dove,
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CITEM

1. Prowade all mformanon and matenals needed o accomplish the scope of work, including cvent concept
fur Expart Promanon Braefing and Mamba FFAME's Marketng and Commumeanons (MarComm) bref for
Mamla FAME Medm Preview,

2. Review and approve all sarenals and delnvemables produced by the Events Management and Producnon
Chutfar;
3. Poosade at least two (2) support staff to coondinate wih the Bvents Management and Produenon Ot

4. Pronade necessary pre-work and post-work files, matenals, nformanon and necessary resources 1o the
ream leader of docimeniters,

5. Prownde fmal copies of the specches, messapes and presentanon materials for the speakers and sesource
person/s o the wam leader of documenters;

6. Provide mputs and direction on the desired documentanon output after the mnal repont has been
submured;

7. Issue a Cemmbeaate of Partal subnussion watlan bve (3} working days upon recerving the sl draft of
the pust-event repon, confercnee documentaton, photo/video files;

8. Issue a Certithcate of Completon withun fve (5) wicking days upon approval of the full post-evenr report,
full text of the documentation report for the full payment of the services

VII. REQUIREMENTS AND TECHNICAL EVALUATION

CITEM wall conduct a procurenient process per Repubbe Act (RA) 9184 To fully sansty and so as not
conmmpronuse the quahity of the regqurements, a quahiatve cvalusnon s oecessany a the selecton priscess,
A Techmeal Working Group wall be assignied to evaluare the mterested badders using the follmang entena;

submission of documentary reqmrements. Below s the elynbabty quabtative rating

' QUALIFICATIONS (90% passing score) Documentary | POINTS
- 1 | Requirements |
i Proof of Events Management
| Experience (50 points) = |
| Proof of years of expenence m media (Company 50 pinnts
launch/event planning, mplementation and portiolio

I'I'.l.'.l.lli'l.},"l.'tn':T“.

More than 5 years: 50 pomts
3 vears to 5 vears: 25 pomnts
1 to 3 vears: 10 pomnts

Less than a year: 0

Iy, Mat'a Manila, Phi
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has launched within 5 years:
At least 3 20 ponts
At least 2: 10 ponnts
At least 11 5 points

M orres )

ii. Event Management Experience
and Credentials (50 points) B B
e [nternatonal or local lifestyle- and Company 20) points
fashion-related media event the company | portfolio,

particularly the list
oof media and
mfluencer
partnees or photos
with media and
online mfluencers

Internanonal or local nsttutional or
government-related event the company
has launched within 5 years:

At least 3: 20 points
At least 2: 10 points
At least 1: 5 points

MNone: 1

20 pomnts

¢ lgrernational or local award by an award-

At least 2: 10 points

At least 1: 5 pomnts

None: 0 pomnts

gving body in existence for at least 5 years

Mward last or
Photo
Documentanon

10 pronats

Tortal

100

Only the dder/s with a passing score of 90 points shall proceed with the opening of the Fnancial Bad.

The contract shall be awarded o the lowest caloulated

Vil. PAYMENT TERMS

and responsive dder:

The proposed payment scheme for the campasgn wall be hilled progresswely upon complenon of the

followang mulestones:

. Milestones

Approwal of action plans for CITEM Export Promotion Briefing | Thirry {30) working days
and Manila FAME Meda Preview (Third week of Seprember)
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Co-argnedng and facilitation of C1ITEM Export Promoton
| Briefing and Media Preview (Fiest or second week of October)
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Internanional or local lifestyle- and
fashion-related media event the company
has launched within 5 years:

At least 3: 20 potnts
At least 2: 10 pomts
At least 1: 5 points

MNione: O

International or local insttutional or
government-related event the company
has launched within 5 years:

At least 3: 20 ponts
At least 2: 10 points
At least 125 points

None: ()

portfolio,
particularly the hist
of media and
imnfluencer
partners or photos
with medea and
onhine nfluencers

20 points
|

ii. Event Management Experience ]
i and Credentials (50 points)
- (Lompany

¢ [nternational or local award by an awand-
aving body n existence for at least 5 years

At least 2 10 points
At least 1: 5 points

None: ) pomts

Award List or
Phate
Jocumentation

20 prants

1 [;it.lts

Total

100

Oanly the badder/s with 4 passmyg score of 90 s shiall procecd with the opemng of the Franeial Bud,

The contract shall be awarded to the lowest caloulated and TEsp

VII. PAYMENT TERMS

onsve bulder.

Phe proposed payment scheme for the campagn will be billed progressively upon completon of the

followsng milestones:

| Pﬁcsmucs

Approval of action plans tor CITTEM Export Promonen Brefing
and Mamla FAME Media Preview {Thied week of Seprember
2019)

Coworganizing and Bicilitaion of ¢ '.E'I'I-'.?v.lT"Lr.pn wt Promonnn
Bricfing and Media Preview (First or second week of Orcmber

Diate of Payment Payment %%
Tharty {30) working dags | 20%

after appeovil af acton

plan.

Thirty (30) warkmy davs

alter evernt and

I I

e K R
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afrer submission
of procurement
proof,
Submission of post-event report and documentation of CITEM Trade | Thirty (30) 5%
Promotion Briefing and Manila FAME Media Preview. (I'ourth week | working days

ot Oetober 2019 after submisaion
of podt-eyont
arel
documentation. |
| Total 100%

VIII. ESTIMATED BUDGET

The above expense shall be charged to the Events Management and Producnon Services under 17-
Corponte Commumeations 2019 budget with a totl maximum budget allotment of Nine Hundred Taghty
Thousand Pesos (Php 980,000.00).

IX. Other Terms and Conditions

1 The Approved Budget of Contract (ABC) for the projecr 1s Nane Hundred Faghty Thousand Pesos (Php
9&0,000.00) mclusive of all applicable taxes, comnussions, bank charges and other fees as may be mcurred
n the process.

2 All mulumeda content and ongnnal matenals {mw and edited) coneeptualized and produced in
conjunction with this event management contract shall be owned by CITEM, with full and exchsive nghts,
relatove to the future use thereof both m the Phabppines and mternanonally. This should be submutted o
CITEM in a pormable hard dove/s provaded by the winnimg badder.

4. All matenal/s produced by the winmng idder should be onginal and aligned to CITEM's mandate,
5. The winning Events Management and Producoon Outhir shall be subject to the assessment by CTTEM

according to the effectiveness of delwery of any part or phase of the project. CTTEM reserves the nghr o
terminate the services of the winmng bidder should any part of the dehvembles be unsansfactory.

Prepared by: Moted by

it
Intormfiteon CFfcer 11 ]i srmatiom (3 ffcer W
Commpnication Management Division Communcanon Management Division
Recommendug Approval: Approved by

i Pa
Department Manager Executve [hreo
CCs5D
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