
 

 

 
 
 

 
 
RFQ-011-2025 

13 May 2025  
  

Dear Sir / Madam, 
 

Greetings! 
  
The Philippine Embassy in Singapore intends to intends to engage a company to 

provide audio/video services for its audio, video, and musical instrument requirements in 
celebrating the 127th Anniversary of Philippine Independence and Nationhood with the theme 
Kalayaan Kinabukasan Kasaysayan, a multi-year commemoration from 2023 to 2026, through 
a dinner reception on 11 June 2025 at 6:00 pm in the Ballrooms 1 and 2 of Orchard Hotel, 442 
Orchard Road Singapore 238879. 
 

In view of this, the Embassy is requesting quotations from reputable Audio/Video 
service providers, the requirements of which are as follows: 
  
Audio/Video System 

1 set PA mixer 
4 units of Speakers on a tripod stand 
2 units Subwoofer 
3 units power monitor 
3 units microphones with stand cable 
2 units Wireless handheld microphones 

Musical Instruments 
1 set drums with microphone 
1 unit guitar amplifier with DI box 
1 unit bass amplifier with DI box 
1 unit keyboard amplifier with DI box 
1 unit Roland piano RD 700sx with stand pedal tool 
6 units music stand 
3 units guitar stand 
1 lot Necessary cables and accessories 
4 pax AV technician to manage AV console 

  
Should your company be interested, kindly send an email quotation addressed to the 

undersigned at rosellie.bantay@dfa.gov.ph using the attached Price Quotation Form (Annex 
A). 

  
Thank you. 

                                                                                                      Sincerely yours, 

                                                                                 (Original Signed) 
                                                                                 Rosellie L. Bantay 

                                                                                 Cultural Officer 



 

TERMS OF REFERENCE 
 

Audio/Video Services and Musical Instruments for the  
2025 Philippine National Day Diplomatic Reception 

 

Background 

The Philippine Embassy in Singapore will be celebrating the 127th Anniversary of 
Philippine Independence and Nationhood with the theme Kalayaan Kinabukasan 
Kasaysayan, a multi-year commemoration from 2023 to 2026, through a dinner reception 
on 11 June 2025 at 6:00 pm in the Ballrooms 1 and 2 of Orchard Hotel, 442 Orchard Road 
Singapore 238879. 

Objective 

The Philippine Embassy in Singapore (hereinafter, the Client) intends to engage a 
company (hereinafter, the Provider) to provide audio/video and musical instrument rental  
services for its audio requirements in the event (hereinafter, the Project). 

I. Technical Specifications, Scope of Work, and Pricing 

 
A. The Provider shall support and manage the sound system of the duration of the 

Project which includes, but are not limited to the following: 
- Live Sound Engineering: Managing the audio mix during the Project to 

ensure balanced and clear sound. This includes adjusting levels for 
speeches, background music, and any live performances. 

- Microphone Management: Handling wireless and wired microphones, 
ensuring they are readily available and functioning correctly for the emcee, 
the Guest of Honor, and the Ambassador 

- Music/Video and Playback Management: Coordinating background 
music, cueing special tracks or sound effects as required, and showing of 
videos in the venue screens 

- Other AV system tasks that falls within the scope of the Project 
 
B. The Client shall provide the following details for each coverage,: 

1. The technical specifications of the equipment needed 
2. Copy of the program and video compilation through a powerpoint 

presentation 
3. The final date and venue of the event 
4. Form(s) which may be required by the Project venue or organizer, if any. 

 
Technical Specifications required for the Project: 

Audio/Video System 
- 1 set PA mixer 
- 4 units Speakers on tripod stand 
- 2 units Subwoofer 
- 3 units power monitor 
- 3 units microphones with stand cable 
- 2 units Wireless handheld microphones 

Musical Instruments 
- 1 set drums with microphone 
- 1 unit guitar amplifier with DI box 
- 1 unit bass amplifier with DI box 
- 1 unit keyboard amplifier with DI box 



 

- 1 unit Roland piano RD 700sx with stand pedal tool 
- 6 units music stand 
- 3 units guitar stand 
- 1 lot Necessary cables and accessories 
- 4 pax AV technician to manage AV console 

 
Other incidental expenses, including communication and transportation costs, 
prior to and after the Project, shall be borne by the Provider. 

 
The Provider’s services do not include prints or other products, unless otherwise 
stated. 
 
The offered prices should be in Singapore Dollars and include GST and delivery 
charges.  
 

II. Project Duration and Validity 

The Project shall commence on the date of the Project, from 7:00 PM to 9:00 PM or until 
the program commences and ends, including soundcheck between 3:00 PM - 5:00 PM 
 

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 Client if deemed necessary. 
 

IV. Invoicing and Payment 

The Provider, for each event, shall issue invoices reflecting the following: 
● Total price and price breakdown (inclusive of GST and other lawful charges) 
● Bank account name, bank account number 
● UEN 

 
The Client shall pay the Provider according to the following schedule: 

● 50% down payment via bank transfer 
● 50% upon delivery of services enumerated in Part I.C. via bank transfer 

 

V. Evaluation Factors 

● Contract shall be awarded to the lowest priced, acceptable, and responsive offeror.  
The Embassy reserves the right to reject proposals that are unreasonably low or 
high in price.  

 

VI. Delivery and Receipt Conditions 

Physical examination of the instruments and accessories according to the defined 
specifications shall be carried out by designated Embassy personnel before 
payments are processed.  
The Embassy of the Philippines shall inspect all supplies based on the Purchased  Order 
at the time of delivery.  
The date of delivery should be within five (5) days of receipt of the Notice of Award.  
 

VII. Confidentiality Clause 



 

 

 

 

 

 

 

 
 

  

The winning Provider in any circumstance is not allowed to divulge any information to 

outside parties regarding the details of the Project, particularly all the information 

indicated in this Agreement. Should there be any leakage of information provided by the 

winning Provider on the Project shall render the Contract null and void. 



 

ANNEX A 
PRICE QUOTATION FORM 

 
 
Date :  
 
To : Ms. Rosellie L. Bantay 

Cultural Officer 
Embassy of the Philippines – Singapore 
Level 16 Units 12A, 13 and 14 Triple One Somerset Building 
111 Somerset Singapore 238164 
 

 

Sir/Madam, 

 
After having carefully read and accepted the terms and conditions in the Request for 
Quotation for Audio/Video Services and Musical Instrument rental for the 2025 
Philippine National Day Diplomatic Reception, 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:
 


