EMBASSY OF THE REPUBLIC OF THE PHILIPPINES
SINGAPORE

BAGONG PILIPINAS

RFQ-013A-2025

20 June 2025

Dear Sir/Madam,
Greetings!

The Philippine Embassy in Singapore intends to procure the services of a
reputable event and tour organizer for the conduct of a team-building activity for the
Philippine Embassy in Singapore. In this regard, we are requesting quotations and
bids from qualified and experienced organizers/providers, details of which are
specified in the attached Terms of Reference (TOR) found in the succeeding pages.

Please submit your duly signed quotation/proposal (using the enclosed Price
Quotation Form “Annex A” on page 3, for the item stated above to
gloria.castano-zafra@dfa.gov.ph, subject to the provisions of the attached TOR.

Thank you.

Sincerely yours,
(original signed)

GLORIA JEAN CASTANO - ZAFRA
Administrative Officer



TERMS OF REFERENCE

for
2025 Team Building Activity

Background

In compliance with Department Order Nos. 04-2014 and 12-2015 dated 15 May 2014 and 27
August 2015 respectively, on the conduct of Team Building activities at Foreign Service Posts,
the Administrative Section proposes to conduct a one (1)-day Team Building Activity (TBA) for all
embassy personnel, including partner agencies.

Objective

The seminar aims to further enhance teamwork among all embassy personnel, strengt
interpersonal relationships, and boost team performance.

It also aims to expand Singapore PE personnel’s appreciation of Singapore’s famous landmarks w
strengthening their bond as a team.

Technical Specifications

1. Requirements

e a reputable tour operator which has in-depth knowledge of the famous spots
in Singapore, preferably historical sites.

e 2 Hop On and Hop Off buses with PWD configuration

e Has a team of 3 - 5 members which can assist the embassy personnel in the
conduct of the team building

e Has previous experience in collaborating historical tour with team building
activities

e Can liaise with the different sites for the entry of the embassy personnel

Il. Date and Time of Activity

2 August 2025 (Saturday)

8:00 am - 3:00 pm

1ll. Invoicing and Payment |

The Provider shall issue invoice reflecting the following:
e Total price and price breakdown (inclusive of GST and other lawful charges)
e Bank account name, bank account number
e UEN

The Client shall pay the Provider according to the following schedule:
e 50% down payment via bank transfer upon signing of contract
e 50% within seven (7) days after the activity.

The Procuring Entity shall pay the Provider 50% downpayment upon issuance of the

Notice of Award.

Prepared by:

(original signed)
GLORIA JEAN CASTANO - ZAFRA
END-USER REPRESENTATIVE



ANNEX A
PRICE QUOTATION FORM

Date
To : GLORIA JEAN V. CASTANO-ZAFRA
Administrative Officer
Embassy of the Philippines - Singapore
Level 16 Units 12A 13/14 Triple One Somerset Building
111 Triple One Somerset Singapore 238164
Sir/Madam,

After having carefully read and accepted the terms and conditions in the Request for
Quotation for the procurement of services of a reputable event and tour organizer for
the conduct of a team-building activity of the Philippine Embassy in Singapore.

Hereunder is our quotation as follows:

TOTAL AMOUNT:
Amount in words and figures:

SINGAPORE DOLLARS

(SGD)

Inclusions:

Very truly yours,

Full Name and Signature
Representative:
Designation:

Official Company Name:
Contact Number:

Email Address:



