
 
 
 
 
 
 
 

RFQ-012-2025 
​  

​ 21 May 2025 
 
 
Dear Sir/Madam, 
 
 
The Philippine Embassy in Singapore intends to engage a company to provide 
photography and videography services for the documentation of National Day 
Reception. Please see attachments for specifications. 
 
Interested companies are requested to send your best price by email to 
events@philembassysg.com or by courier at Level 16, Triple One Somerset Road, 
Singapore 238164 on before 4:30 PM Singapore Standard Time on 27 May 2025.  
 
For queries regarding the project, you may email events@philembassysg.com. 
 
Thank you for considering the Embassy's project. 
 
​  
​                                            Sincerely yours, 
 
​  
 
​                                            (original signed) 
​                                            JOY ANNE B. LAI 
​                                              Third Secretary and Vice Consul 
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Photography and Videography Services for the  
Philippine Embassy’s National Day Reception 

 
TERMS OF REFERENCE 

 
Background 

 
The Philippine government and its agencies, including the Philippine Embassy in 
Singapore, celebrate the declaration of the Philippine Independence every 12th of June. A 
key part of this celebration is the Embassy’s hosting of the National Day Reception. 
 
Objective 
 
The Philippine Embassy in Singapore (hereinafter, the Client) intends to engage a 
company (hereinafter, the Provider) to provide photo and video services for the 
documentation of National Day Reception (hereinafter, the Project). 
 

I.​ Technical Specifications and Scope of Work 
 

A.​ The Provider shall nominate a photographer and a videographer, or a group thereof 
(kindly refer to ANNEX A), as appropriate, to take high resolution photos and 
videos of the Project. The Client may ask for the work portfolio of the nominated 
photographer/s and videographer/s, and request for alternative nominee/s if it 
deems necessary. 

 
B.​ The Provider shall provide the following services: 

1.​ Comprehensive photography and videography services of the event; 
2.​ High-resolution and high quality photos (both raw and edited images in 

JPEG format) of the event, especially of official ceremonies, key moments, 
performances/exhibitions, VIPs and attendees, venue and ambiance. 

3.​ High definition video recording (1080p minimum, 4k preferred) of important 
highlights of the event, and at least (1) short highlight reels (2-5 mins) 

4.​ Professional editing of video content, with appropriate title, audio and color 
correction 

5.​ Deliverables must include raw photos/footage and final edited versions in 
JPG (photos) and MP4/MOV (videos) format which are: 

o​ uploaded to an online downloadable gallery within two (2) weeks of 
the event; and 

o​ saved in physical flash drive/s 
 
Other incidental expenses, including communication and transportation costs, 
including parking fee/s, when applicable, prior to, during, and after the coverage, 
incurred by the nominated photographer and videographer shall be borne by the 
Provider. 

 
The Provider’s services do not include prints or other products, unless otherwise 
stated. 
 
 



 

 

 

 

 

 
 
 
 

II.​ Project Duration and Validity 
 

The Client shall provide its services according to the following schedule: 
 

●​ Date and time: 11 June 2025, from 5:00 PM to 10:00PM 
●​ Venue: Ballroom, Orchard Hotel Singapore, 442 Orchard Rd, Singapore 238879 

 
III.​ Qualifications of the Provider 

 
The Provider must nominate a photographer(s) and videographer(s) with at least 3 years 
of professional experience in photography and videography. 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.​ Data Ownership and Privacy 
 

The Client shall have full ownership and intellectual property rights of the photos and 
videos, both raw and edited, generated during the coverage of its events. The Provider 
must ensure that all raw and edited files are provided to the Embassy. 
 
The Embassy retains the right to use, modify, reproduce, and distribute the images and 
videos for any purpose without further permission or compensation. 
 
The Provider and the photographer/videographers concerned shall not use the photos or 
videos of the Client’s events for any purpose other than their inclusion to the Provider’s 
portfolio, provided that prior written approval from the Client regarding the specific content 
is sought. 
 

V.​ 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 

 



 
ANNEX A 

PRICE QUOTATION FORM 
 

 
Date​ :​  
 
To​ :​  
​ ​  
​ ​ 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 Photography and Videography Services for the Philippine Embassy’s 
National Day Reception, hereunder is our best price: 
 

Service Price in numbers Price in words 
1 photographer and 1 
videographer 

  

2 photographers and 1 
videographer 

  

2 photographers and 2 
videographers 

  

 
This letter also serves as our statement of compliance to the terms and conditions of 
the Terms of Reference. 
 
 
 
 
Very truly yours, 
 
 
(Full and and signature of company representative) 
(Designation) 
(Official Company Name) 
(Contact Number) 
(Email Address) 
 

 
 
 

 
 

 


