
 

 

 
 
 
 

14 May 2026 
RFQ- 008 -2026 

 
REQUEST FOR QUOTATION 

 
 
Sir/Madame: 
 

The Philippine Embassy in Singapore would appreciate receiving a quotation for the 
layout, printing, and binding of a soft-bound book. The details of the project are indicated in 
the attached Terms of Reference (TOR).  The procurement will be undertaken in accordance 
with the Republic Act 12009 or the New Government Procurement Act and its Implementing 
Rules and Regulations, as well as pursuant to the Government Procurement Policy Board 
(GPPB Resolution 28-2017).  

 
Please submit your duly signed quotation/proposal (using the enclosed Price 

Quotation Form) for the item stated above to political@philembassysg.com, subject to the 
provisions of the attached TOR, as well as to the following conditions:   

 
1. Formal quotations submitted to this office will be considered as the final offer. In the 

event that the price is acceptable, a properly accomplished and approved PURCHASE 
ORDER or JOB ORDER will be served to the supplier/contractor. The delivery date 
will be indicated in the Purchase/Job Order.  

2. The Embassy hereby reserves the right to reject any/all offers and accept any/all offers 
it may consider most economical and advantageous to the Government. 

3. Goods/Services supplied and delivered shall be subject to the usual inspection by the 
Embassy's internal auditor or duly authorized representative.  

4. Payment will only be effected by strict compliance with the usual prescribed accounting 
and auditing requirements. 

5. Deadline for the submission of quotation is on 21 May 2026 at 05:00 PM.   Should you 
need further clarification, please send an email to the above email address.               

 
Should you need further clarification, please send an email to the above email 

address.   
 
 
 
 
 

       Very truly yours, 
 
 

           (original signed) 
JHULLIE ANNE A. BENIAHAN 
           Chairperson 
  Bids and Awards Committee 

 
 
 
 
 

mailto:political@philembassysg.com


 

 

Printing of the Philippine Embassy Book on 
Philippine-Singapore Agreements 

TERMS OF REFERENCE 
 

Background 
 

The Philippine Embassy in Singapore intends to publish a commemorative book featuring 
selected bilateral agreements, memoranda of understanding, and cooperation frameworks 
between the Republic of the Philippines and the Republic of Singapore. The publication aims to 
document the evolution of Philippines-Singapore relations and highlight the expanding scope of 
bilateral cooperation across political, economic, defense, and people-to-people domains. 
 
The publication is intended to coincide with the Philippines’ Chairship of ASEAN in 2026 and 
ahead of Singapore’s assumption of the ASEAN Chairship in 2027. 
 

Objective 
 
The Philippine Embassy in Singapore (hereinafter, the “Procuring Entity”) intends to engage the 
services of a qualified service provider (hereinafter, the “Provider”) for the layouting, final artwork 
preparation, printing, and binding of the publication. 
 

I. Technical Specifications/Scope of Work 
 
The Project shall be implemented in two (2) phases:  

A. Layouting and Final Artwork Preparation 
B. Printing and Binding 

 
The following are the book specifications: 
 
Size: A5 
Quantity: 100 copies 
Cover Material (paperback): Glossy C2S 260 gsm 
Inside Pages: Glossy C2S 110 gsm 
Printing: Full color, double-sided 
Cover Printing: 4-color, 2-sided 
Inside Pages Printing: 4-color, 2-sided 
Finish: Matte lamination with spot UV on cover 
Binding: PUR Binding 
Artwork: Final artwork to be provided by the 

Provider under Phase I 
Number of Pages: To be finalized upon completion of the 

layout 
 

A. Layouting and Final Artwork Preparation 

 

The Provider shall undertake the following: 

 

● Layout and design services 

1. Professional layout and typesetting of the manuscript provided by the Procuring 

Entity; 

2. Development of the overall visual identity and book layout consistent with a formal 

diplomatic publication; 

3. Design and layout of cover, inside pages, chapter divider pages, table of contents, 

graphics, timelines, tables, and photographs, where applicable; 



 

 

4. Formatting and harmonization of typography, spacing, margins, citations, and visual 

elements; 

5. Incorporation of revisions and comments from the Procuring Entity. 

 

● Final Artwork (FA) 

1. Preparation of final print-ready artwork files; 

2. Submission of high-resolution PDF files for printing, editable source files, and a 

finalized e-book version in PDF format optimized for digital distribution; 

3. Ensuring all files meet professional printing standards, including bleed, crop marks, 

color settings, and image resolution requirements. 

4. Submission of digital proofs for review and approval; 

5. Printing of one (1) physical mock-up/proof copy prior to mass printing. 

 
B. Printing and Binding 

 
The Provider shall undertake the printing and binding in accordance with the specifications 
detailed in Section I. 
 

II. Project Duration 
 

Within one (1) week upon award of the Project, the Procuring Entity and the Provider shall convene 
to finalize the production schedule and technical requirements. 
 
The layouting phase shall commence immediately upon turnover of the manuscript and related 
materials by the Procuring Entity. 
 
Printing shall commence only upon written approval by the Procuring Entity of the final artwork and 
physical mock-up. 
 
The Provider shall complete the Project within the timeline mutually agreed upon by both parties. 
 

III. Qualifications of the Provider 
 

The Provider should be duly registered with ACRA. The Provider’s Business Profile shall have 
been included in its submission of quotation. A Business Certificate and Corporate Compliance 
and Financial Profile may be requested by the Procuring Entity if deemed necessary. 
 

IV. Data Ownership and Privacy 
 

All materials, manuscripts, photographs, graphics, and related content provided by the Procuring 
Entity shall remain the sole property of the Procuring Entity. 
 
The Provider shall not reproduce, distribute, publish, or use any portion of the materials for 
purposes other than the Project without prior written consent from the Procuring Entity. 
 
All editable files and final artwork produced under the Project shall likewise be turned over to the 
Procuring Entity upon completion. 
 

V. Invoicing and Payment 
 

The invoice shall be based on the final specifications agreed upon by both parties. 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The quotation shall clearly indicate the cost breakdown for Phase I – Layouting and Final Artwork, 
and Phase II – Printing and Binding, including delivery fees, GST, and other lawful charges, if 
applicable. 
 
The Provider shall issue invoices reflecting the total amount due, itemized breakdown of charges, 
and bank account details for payment processing. 
 
The Procuring Entity may pay the Provider according to the following schedule: 

● 50% partial payment upon completion of Phase I final artwork 
● 50% upon delivery/pick-up of printed books. 
 



 

 

ANNEX A 
PRICE QUOTATION FORM 

 
 
Date :  
 
To : Ms. Jhullie Anne A. Beniahan 

BAC Chairperson and Project Head 
Embassy of the Philippines – Singapore 
20 Nassim Road, Singapore 258395 
 

 

Sir/Madam, 

 
After having carefully read and accepted the terms and conditions in the Request for 
Quotation for Layouting and Printing of a book publication on Philippine-
Singapore Treaties and Agreements, hereunder is our quotation as follows: 
 
 
TOTAL AMOUNT: 

Amount in words and figures: 

 

______________________________________________ SINGAPORE DOLLARS 

 

(SGD ____________________) 
 

Inclusions: 

 

 

Very truly yours, 

 
 
Full Name and Signature of Representative: 
Designation: 
Official Company Name: 
Contact Number: 
Email Address: 
 

 

 


