
 
 
 
 
 
 
 

RFQ- 015 -2025 
​  

​                                         31 July 2025 
 
 
Dear Sir/Madam, 
 

The Philippine Embassy in Singapore is undertaking a book project that will 
feature curated literary content and visual elements highlighting the Filipino 
experience and Philippine presence in Singapore. To proceed with production, the 
Embassy is seeking quotations from qualified printing houses/publishers/printing 
service providers based in Singapore to produce 500 copies of a perfect-bound 
paperback book, based on the specifications outlined below. 
 
​ Interested companies are requested to send their best price by email to 
joy.lai@dfa.gov.ph or by courier at Level 16, Triple One Somerset Road, Singapore 
238164 on or before 7 August 2025 (THU), 4:30 PM Singapore Standard Time.  
 
​ For queries regarding the project, you may email joy.lai@dfa.gov.ph 
 
                Thank you for considering the Embassy's project. 
 
​  
​                                            Sincerely yours, 
 
​  
 
​                                            (original signed) 
​                                            JOY ANNE B. LAI 
​                                              Second Secretary and Consul 
 
 
 

 
 
 
 
 
 
 

 
 



TERMS OF REFERENCE 
Book Printing Project for the Philippine Embassy in Singapore 

 
Background 
 
As part of its cultural diplomacy initiatives and in celebration of the upcoming inauguration 
of the new Chancery, the Philippine Embassy in Singapore is undertaking a book project 
that will feature curated literary content and visual elements that highlight the Filipino 
experience and the Philippine presence in Singapore. 
 
Objective 
 
The Embassy (hereinafter referred to as the Client) intends to engage a reliable and 
experienced printing service provider (hereinafter referred to as the Provider) to produce 
500 copies of a perfect-bound paperback book (hereinafter referred to as the Project), 
using finalized print-ready PDF files provided by the Client. 

Technical Specifications  
 
The selected vendor shall undertake the full printing and binding of the book, based on 
client-supplied, print-ready PDF files for both the cover and inside pages. 
 
Item Description 

 
Book Size 120mm x 180.5mm (Portrait format) 
Extent 105 inside pages + 4 pages cover 
Quantity 500 copies 
Color •Cover: Full color one side, with matte 

lamination and emboss on front cover​
 • Inside pages: Black & white 

Materials • Cover: Matt coated cover board, 
250gsm​
 • Inside pages: Cream paper, 80gsm 

Binding Perfect bound paperback 
 
The Provider must submit a mockup copy for review and editing. Final printing shall 
proceed within 10 working days upon receipt of final approved files. 

Qualifications of the Provider 
 

●​ Have proven experience in book printing and binding services of a similar scale 
●​ Be able to deliver within the specified time frame and quality requirements 
●​ Be registered with a valid UEN (Unique Entity Number) in Singapore. 

 
Data Ownership and Privacy 
 

●​ All content and design files provided by the Client remain the intellectual property of 
the Philippine Embassy in Singapore.  

●​ The Provider shall (1) not use, reproduce, or distribute any part of the content for 
any purpose outside this Project; (2) comply with all applicable data privacy laws 



 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

and confidentiality obligations, and ensure that no unauthorized disclosure occurs; 
(3) Return or securely delete all digital files after completion of the Project. 
 

Invoicing and Payment 
 

A.​ The Provider shall issue an invoice containing: 
1.​ Total price and itemized breakdown (inclusive of GST and any applicable 

charges) 
2.​ Bank account name and number 
3.​ UEN 

 
      B. Payment Schedule: 

1.​ 50% down payment upon issuance of the Notice of Award, via bank transfer 
2.​ 50% final payment upon satisfactory delivery of all printed copies, via bank 

transfer 
 
Delivery Address and Contact 
 
Delivery shall be made to the Philippine Embassy in Singapore. Exact address and 
contact person details will be provided upon award of the contract. 



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 
Book Printing Project for the Philippine Embassy in Singapore, below is our 
best price: 
 
 
xxx 
 
 
This letter also serves as our statement of compliance with 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) 
 

 
 
 

 
 

 


	 
	Invoicing and Payment 
	Delivery Address and Contact 


