




 

TERMS OF REFERENCE 
PRODUCTION OUTFIT FOR OPENING CEREMONY, IFEX KITCHEN, AND OTHER 

SPECIAL EVENTS DURING IFEXPhilippines 2023 
 

I. Background and Rationale 
 
The Center for International Trade Expositions and Missions (CITEM) is mandated to market and 
promote the Philippines as a reliable source of quality export products and services in the global 
market through trade fairs and missions and other export promotional programs. For this purpose, 
the agency organizes professionally managed, locally held signature events, and participates in 
international trade fairs. Adapting to the global trends of digitalization and online community 
building, CITEM is adapting a more aggressive digital initiative. With the current global pandemic, 
on-site events are faced with logistics and safety issues. To continue fulfilling its mandate, CITEM 
aims to further enhance its programs and platforms through enhanced online presence, 
community building, and cohesive branding and communication strategies.  
 
From among CITEM’s programs and platforms, IFEX Philippines (IFEX) and FoodPhilippines 
(FoodPH) are geared towards the promotion of the Philippines’ food sector while the Value Food 
Innovation Program or VFIP (NXTFOODPH) aims to develop the most relevant and innovative 
food products. IFEX Philippines is CITEM’s locally held international signature event while 
FoodPhilippines is the flagship banner of the country in international food exhibitions and trade-
related events. Two new digital platforms were also launched in 2021 to sustain the promotions 
for the food sector. IFEXConnect.com is the digital sourcing platform for premium quality and 
unique Philippine and global food and ingredients while FoodPhilippines.com is a content and 
community platform that spotlights the country’s rich food culture and culinary landscape to build 
awareness and develop conversations about Philippine food products.  
 
This 2023, IFEXPhilippines will be staged on a physical trade event and will feature different 
activities to promote and continue its efforts parallel to its digital initiatives. Activities that require 
production supply and assistance include the opening ceremony, various activities from exhibitors 
and partners at the IFEX kitchen, and Katha awards and networking night. 
 

II. Event Details 
 

Event Dates May 26,27,28, 2023 
Ingress Date May 25, 2023 (05:00pm) 
Egress Date May 28, 2023 (Closing of Event) 
Venue World Trade Center – Lobby, Pasay City, Manila, Philippines 

 
III. Outline of Activities 

 
Specifics Date 
a. Opening Ceremony May 26, 2023 (10:00 am – 12:00 nn) 
b. IFEX Kitchen  May 26, 2023 (01:00 pm – 6:00 pm)  

May 27, 2023 (10:00 am – 6:00 pm)  
May 28, 2023 (10:00 am – 6:00 pm)  

c. KATHA Awards & Networking Night  May 26, 2023 (06:00 pm – 08:00 pm) 
 

IV. Event Requirements 
 

SPECIFICS NO. OF 
UNITS 

DESCRIPTION 

Equipment Rental 
LED Wall 1 lot  9 feet x 12 feet with System, structure and 

structure covering for IFEX Kitchen only 



 

Lighting Provision 1 lot Lighting provision applicable for Opening 
Ceremony, cooking demo, and networking night 

Professional Sound System 1 lot (1 lot) Sound System 
Specific requirements – must include: 
(3 units) Wireless microphones 
(3 units) Lapel microphone 
(6 units) Comsets 

Camera Set-up 2 units  
(1 static, 1 
roving) 

Live streaming and recording  

Built-up / Fabricated Items 
A. Opening Ceremony 

Opening Ceremony – Stage 
Platform covered in carpet with 
stairs 

1 unit 5.00m x 2.00m X 0.60m 
 

B. IFEX Kitchen 
IFEX Kitchen - Stage Platform 
covered in carpet with stairs 

1 unit 6.40m x 4.50m x 0.60m H 

IFEX Kitchen Counter / 
Structure 

1 unit 3.00m x 0.80m x 0.90m H Fabricated Built-up 
Counter (Refer to attached technical drawing 
with specifications) 

Backdrop 1 unit 6.40m x 0.50m x 3.00m H Tarpaulin with 
Framing (Refer to attached technical drawing 
with specifications) 

IFEX Kitchen Signage 
(Tower/Storage) 

1 unit 2.00m x 2.00m x 5.00m H Tarpaulin with 
Framing and Door access (Refer to attached 
technical drawing with specifications) 

Manpower 
Host / Masters of Ceremony 1 pax ; 3 

days 
Shall be in-charge of welcoming guests, 
introducing speakers, and providing needed 
fillers during the Opening Ceremony program, 
IFEX Kitchen, And Other Special Events 
 
Shall be in-charge of announcing the upcoming 
events and activities  
 
Must meet with the CITEM project officer at 
least three or four days prior the show to 
familiarize themselves with the IFEX Philippines 
program and to rehearse the scripts  
 
Contracted according to the submitted final 
program by CITEM (List of Host must be 
submitted by the contractor and approved by 
CITEM) 

DJ for entertainment 1 pax ; 1 
night 

Contracted according to the submitted final 
program by CITEM (List of DJ must be submitted 
by the contractor and approved by CITEM) 

Production team  3 pax  Shall be in-charge of the installation and 
dismantling of the lighting and sound equipment  

Audio and Visual Operators 3 pax In charge of operating the assigned equipment 
and ensuring the functionality of the rented 
equipment 
 



 

Must know how to handle music selection in 
coordination with the team, and to handle over-
all show production and stage direction  

Cameramen 2 pax In charge of operating the camera during live 
broadcasts or other programming 

Camera Switch and monitor 1 pax In charge of switching views on monitor/ live. 
 

Technical Director 1 pax In charge of event direction and specifics during 
the live events according to the agreed program 
with CITEM. Must ensure the smoothness of the 
transition of segments according to the program 

Other requirements 
Event script 3-day 

event 
script 

Must provide a transcript where the dialogue of 
the host, and one or more presenters and the 
order in which they will occur is indicated. 

Flower Arrangements 2 units Must provide two (2) pieces of standing flower 
arrangements with ribbon (material preference 
shall be discussed by CITEM) for the opening 
ceremony.  

Live streaming 1 lot Production outfit must be able to stream the 
event on IFEX Facebook Page. Production 
outfit must also provide streaming software. 
Streaming key shall be provided by CITEM. 

V. QUALIFICATION REQUIREMENTS  
Criteria for Award: Lowest Calculated Bidder 
Mode of Procurement: Small Value Procurement 
Passing rate: 75% 
CRITERIA  VALUE POINT  
1. Company Profile and Experience  
The company should be at least 3 years in the production outfit industry.  
Length of relevant experience:  

• 5 years or more (40 points)  
• 3 – 4 years (25 points)  
• 2 years and below (10 points)  

 
Document Required: Company Profile 

40  

2. Event Production Quality 
The company must have completed live event production with quality and 
good standing.  

• 10 Live events or more (30 points)  
• 4 - 9 Live events (15 points)  
• 3 Live events and below (10 points)  

 
Document Required: List of completed live events with photos 

30 

3. Roster of Host 
The company must be able to submit a list of prospective emcees for the 
event. 

• Proposed Host has at least 3-5 food related events / projects  
(15 points)  

• Proposed Host has at least 1-2 food related events / projects  
(5 points)  

Document Required: Profiles and events of proposed Host 

15 



 

4. Roster of DJ 
The company must be able to submit a list of prospective DJ for the event.  

• Must send photos and profile of DJ (15 points)  
• Absence of profiles of DJ (0 point)  

Document Required: Profiles and events of proposed DJ 

15 

TOTAL  100  
 

VI. Indicative Program and Requirements 
 

A. IFEX PHILIPPINES 2023 OPENING CEREMONY  
26 May 2023 | 10AM -12NN  
Lobby Stage/Main Hall, World Trade Center Metro Manila  
  
NOTIONAL PROGRAM  

  
Date/Time  Activity  Requirements Manpower 

9:00 AM - 10:00 AM  Arrival of Guests   - Host/ Emcee  
- Technical Crew for 
Equipment 
Management  
- Production Team 
(1 Director, 2 
Assistants)  
  
 

10:00 AM - 10:05 AM  Welcome Remarks by Host  
- Platform 
- Sound System 
- Lighting Requirements 

10:05 AM - 10:10 AM  Welcome Remarks by CITEM 
ED Dr. Edward L. Fereira  

 

10:10 AM - 10:15 AM  Special Message by DTI Sec. 
Fred Pascual*  

 

10:15 AM – 10:30 AM  
Keynote Speech by Vice-
President of the Republic of the 
Philippines Sarah Duterte-
Carpio*  

 

10:30 AM - 10:45 AM  Ceremonial Ribbon Cutting   

10:45 AM - 11:30 AM  
VIP Tour of Exhibits & Food 
Sampling  
- Regional Finds  
- Flavor Finds  

 

  
 B. IFEX KITCHEN  
Venue: WTC Tent (Marketplace Stage)  
Date/Time: May 26, 2023 (01:00 pm – 6:00 pm), May 27, 2023 (10:00 am – 6:00 pm), May 28, 
2023 (10:00 am – 6:00 pm)  

No. of Attendees: 100 public audience  

Time  Activity  Requirements  Manpower  
DAY 1  (Move cameras from 

lobby stage to tent stage)  
  
Additional for Stage:  
- Modular Kitchen Prep 
Counter  
- 3 units of 60Amp   

- Host/ Emcee  
- Technical Crew for 
Equipment 
Management  
- Production Team 
(1 Director, 2 
Assistants)  
  
  

1:00 PM – 5:00 PM  Cooking Demo / Product 
Presentation  

DAY 2 & 3  
10:00 AM – 06:00PM  
  

Cooking Demo / Product 
Presentation  

 
  

C. IFEX PHILIPPINES 2023 KATHA AWARDING AND NETWORKING NIGHT   
26 May 2023 | 6PM - 8PM  
Lobby Stage, World Trade Center Metro Manila   



 

   
NOTIONAL PROGRAM  

  
Date/Time   Activity   Requirements  Manpower  

5:00 PM – 6:00 PM   Arrival of Guests/ Cocktails   - Platform 
- Sound System 
- Lighting Requirements 

- Host/ Emcee  
- Technical Crew 
for Equipment 
Management  
- Production 
Team (1 
Director, 2 
Assistants)  
  
 

5:55 PM – 6:00 PM   Welcome Remarks by Host   

6:00 PM – 6:05 PM   Welcome Remarks by CITEM 
ED Dr. Edward L. Fereira   

6:05 PM – 6:10 PM   
   

Opening Remarks by 
Assistant Secretary Glenn G. 
Penaranda*  

6:10 PM – 6:15 PM   
Special Message by 
PHILEXPORT President, Dr. 
Sergio R. Ortiz-Luis Jr.*   

 6:15 PM – 6:20 PM   Special Message by Mintel 
Representative*   

6:20 PM – 6:25 PM   

Presentation of Awards and 
Criteria by CITEM DED Ma. 
Lourdes D. Mediran  & OG2 
OIC-Department Manager 
Rowena G. Mendoza   

6:25 PM – 6:55 PM   

Awarding Proper    
- CITEM ED   
- DTI Asec Penaranda   
- PHILEXPORT President   
- Mintel Rep   
Photo Opps   

6:55 PM onwards   Closing Remarks   
Socials/ Cocktails   

    
  ESTIMATED BUDGET 

 
The above expense shall be charged to the IFEXPhilippines 2023 budget with a total maximum 
budget allotment of Nine Hundred Thousand Pesos (₱900,000.00). 
 

VII. TERMS AND CONDITIONS 

  
1. The Agency-estimated Approved Budget of Contract (ABC) for the project is Nine Hundred 

Thousand Pesos (₱900,000.00) inclusive of all applicable taxes, commissions, bank 
charges and other fees as may be incurred in the process.  

 
2. 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. 

 
3. The winning Production Outfit 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.  






