
 

 
 
RFQ-001-2026 

  
19 February 2026 

  
  

Dear Sir/Madam, 
 

Greetings! 
 

The Philippine Embassy in Singapore intends to lease a venue to hold the 
Philippine Independence Day Diplomatic Reception on 11 June 2026, Thursday. 
As such, we are requesting quotations and bids from reputable hotels and venue 
providers, details of which are in the following pages.  
 
  ​ Should your company be interested, kindly contact t he undersigned at 
gloria.castano-zafra@dfa.gov.ph, cc singapore.pe@dfa.gov.ph, and prepare a 
quotation using the attached Price Quotation Form (Annex A, see last page). 
 
 

Thank you. 
  
  
                                                                               Sincerely yours, 
  
  
                                                            
                                                                             (Original Signed) 
                                                            GLORIA JEAN V. CASTANO - ZAFRA 
                                                                            Administrative Officer 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

20 Nassim Road, Singapore 258395 | Trunkline: +65 6737 3977 
Website: www.philippine-embassy.org.sg | E-mail: singapore.pe@dfa.gov.ph 
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TERMS OF REFERENCE 

PROJECT: LEASE OF VENUE FOR THE PHILIPPINE INDEPENDENCE DAY 
DIPLOMATIC RECEPTION 

 

I.​ RATIONALE 
 

In celebration of the 128th Anniversary of the Declaration of Philippine 
Independence on 12 June 2026, the Philippine Embassy shall host a National Day 
Diplomatic Reception on June 11, 2026, Thursday, in Singapore. This event aims 
to foster stronger Philippine-Singapore relations and promote Filipino culture and 
tourism among the members of the Diplomatic Missions, the Singapore 
government, agencies, institutions, industry partners, and other stakeholders. 
 

II. OBJECTIVE 
 

To source a suitable and accessible venue for the Philippine National Day 
Diplomatic Reception. 

 
III.​ GENERAL REQUIREMENTS 

 

1) QUALIFICATIONS OF THE VENUE 
 

a.​ The venue provider should be a corporation or company duly organized and 
existing under Singapore laws and must be duly licensed and accredited by 
appropriate government authorities to hold large events and occasions. 
 

b.​ The venue should be able to accommodate 350 guests (with option to 
increase to 400-450, as needed) with the following amenities: 

i.​ large LED screen to project the visuals prepared by the Embassy 
(organizer); 

ii.​ good quality sound system with 3-4 microphones with stands and 
lighting system; 

iii.​ with appropriate table arrangements (design and arrangement to be 
determined by the organizer); 

iv.​ provision of complimentary parking to all vehicles of embassy 
personnel and VIP guests. 

c.​ The venue should also have a sumptuous selection of international and Asian 
cuisine, preferably including options for Filipino dishes. A provision for food 
tasting is preferred. 

d.​ Waiver of drinks and Philippine dishes provided by the Embassy and/or its 
authorized partners, subject to waivers and other documentation. 

e.​ The venue must have security measures and protocols for health and other 
emergencies, and must have facilities for persons with disability. 
 

 
 
 

 



 

2) DUTIES OF THE VENUE PROVIDER 
 

The venue provider should be able to: 
 

a.​ Assign a point person who will closely coordinate with the organizer before, 
during, and after the event. The point person should be present at the venue 
on the day of the event to enable the organizer to easily coordinate on the 
logistics and other arrangements.  

b.​ The point person should have a team that can assist the Embassy point 
person on all preparations related to the event.  

c.​ Provide a team to assist with event preparations and servers sufficient in 
number to serve and assist during the dinner reception; and 

d.​ Participate in all coordination meetings with the organizer. 
 
IV.​ PRICING  

 
The offered quotation should be in Singapore Dollars (SGD), wherein GST and 
other charges are indicated separately.​
  

V.​ INVOICING AND PAYMENT 
 

●​ The winning venue provider shall submit the invoice, which includes the 
following charges:  

 
a. Net Base Cost;  
b. GST;  
c. Other applicable taxes; and,  
d. Final Cost  

 
● The following information must be indicated on the invoice(s):  

 
a. Purchase Order Number;  
b. Description, Quantity, and Total;  
c. GST Amount;  
d. Name of Payee / Company Name; and,  
e. Bank Information; Bank Name(s), Branch Name(s),  
    Account Number(s)  

 
● Payment Terms  

 
The Embassy shall prepare and issue the payment/s as agreed upon in the 
provisions of the contract, with the final balance to be issued within fourteen 
(14) days after the event and issuance ofthe invoice. 

 
VI.​ EVALUATION FACTORS 

 
● The Embassy reserves the right to reject proposals that do not fulfill the 

requirements. 
 
● The Embassy’s evaluation of bids will consider, among others: 

○​ Budget allotment for the event. 

 



 

○​ Financial stability or availability of financial resources; 
○​ Capacity to meet the required timeline amid existing commitments; 
○​ Record of integrity and ethical business practices; 
○​ Relevant experience and technical capabilities; and 
○​ Availability of necessary equipment and facilities.​

 
VII.​WARRANTY 

 
The winning venue provider shall clearly identify and state the warranty period 
and be responsible and liable for providing the necessary remedies for 
defects, faults, or shortages after the completion of the Project. 

 
VIII. CONFIDENTIALITY CLAUSE 

 
● All photos, logos, and emblems should not be used at any given time 

without the consent at any given time from the Philippine Embassy in 
writing.  

 
● All data provided by the Procuring Entity to the Provider or generated in 

connection with the performance of services toward the development and 
    Implementation of the Solution by the Provider and relating to the Procuring 

Entity or its personnel, whether in existence before the date of or its 
personnel, whether in existence before the date of the agreement hereof or 
thereafter in the course of implementing the solution, shall be treated by the 
Provider as the exclusive property of the procuring Entity or its personnel. 

 
● Upon receipt of the notice of acceptance of proposal, the Provider is 

required to maintain confidentiality and security of the Procuring Entity’s 
data and is prohibited from using or attempt in using the Procuring Entity’s 
data in any other manner or for any other purpose, except as necessary to 
the execution of the solution or perform its other obligations stated in the 
technical specification. 

 
 

VIII.​ DIPLOMATIC CLAUSE 
 

The Embassy shall terminate the Contract with the venue provider by sending 
a written notice at least fifteen (15) days in advance by recorded delivery 
letter, in the event of the severance of the diplomatic ties between the 
Republic of the Philippines and the Republic of Singapore. 

 
 
 

 



 
 
 

ANNEX A 
PRICE QUOTATION FORM 

 

Date​ : 

 
To​ :​ Gloria Jean Castano - Zafra 
​ ​ Administrative Officer 
​ ​ 20 Nassim Road 258395 
 

Sir/Madam, 
 
After having carefully read and accepted the terms and conditions in the 
Procurement of Venue (Lease of Venue) for the Philippine Independence Day 
Diplomatic Reception on 11 June 2026, hereunder is our quotation as follows: 

 
INCLUSIONS: 

1. 

2. 

3. 

4. 

5. 

 

TOTAL AMOUNT: 

Amount in words and figures:  

______________________________________________ SINGAPORE DOLLARS  

(SGD ____________________) 

Very truly yours, 

 

Full Name and Signature of Representative: ________________________________ 
Designation:  ________________________________________________________ 
Official Company Name:  _______________________________________________ 
Contact Number:  _____________ Email Address: __________________________ 


