
 

 
 
 
 
 

RFQ - 021 - 2025 

 

        15 October 2025  

Dear Sir/Madam, 

Greetings! 

The Philippine Embassy in Singapore intends to procure services of printing 
services for the PRINTING OF EMBASSY PERSONNEL IDENTIFICATION CARDS. 

Interested companies are requested to complete the attached Price Quotation 
Form (Annex A), with the provisions of the Job Specifications of the project, and send 
it to the Embassy's email address: singapore.pe@dfa.gov.ph.   

  

Thank you.  

 

 
        Sincerely yours, 
 
 
            (ORIGINAL SIGNED)        

GLORIA JEAN CASTANO-ZAFRA 
            Administrative Officer 

 
 

 
 
        
 

 

 

 

 

 

 

Karla Vicencio-Luz
@gloria.castano-zafra@dfa.gov.ph @julius.daguio@dfa.gov.ph  Good afternoon! Pa-double check po ng RFQ.. Should this be RFQ-021? Thank you!



JOB SPECIFICATIONS 

PROJECT: PROCUREMENT OF EMBASSY ID FOR ALL EMBASSY 
PERSONNEL AND MEMBERS OF PARTNER AGENCIES 

 

I. RATIONALE 
 
In its aim to professionalize the image and identity of all Embassy personnel 
assigned to the Philippine Embassy in Singapore including members of the Partner 
Agencies, the Embassy desires to engage services of a competent printing 
company with expertise in printing company IDs. 
 

II. OBJECTIVE 
 

To engage services of an eligible company to print Identification Cards of the Sixty-
Two (62) Embassy personnel. 

 
III. GENERAL REQUIREMENTS 

 
1) QUALIFICATIONS OF THE SUPPLIER 

 
The Supplier shall be a corporation or company duly organized and existing 
under Singapore laws and must be duly licensed and accredited by appropriate 
government authorities to supply and deliver monthly journals. 

 
2) DUTIES OF THE SUPPLIER 

 
● To print the Identification Cards of sixty-two (62) personnel of the 

Philippine Embassy according to the following specifications provided 
below: 

 
● ID size  -  5.5 cm x 8.5 cm 
● Material  -  PVC (Polyvinyl Chloride) 
● Printing - Colored 
● Others - waterproof 

  - with blue lanyard (1 inch thick) 
 

● Insert the digital photo of the embassy personnel in their respective IDs 
and print the contact emergency at the back. 

● Ensure that the total layout specifically the Embassy logos, photos, QR 
codes and other images are in high definition quality and within the 
specifications provided by the Embassy. 

 
 
 
 
 
 
 
 



 
IV. PRICING  

 
The offered quotation should be in Singapore Dollars (SGD) where GST and 
other charges are indicated separately. 

 
V. INVOICING AND PAYMENT 

 
● The winning Contractor shall submit the invoice which includes the following 

charges:  
 

a. Net Base Cost;  
b. GST;  
c. Other Taxes; and,  
d. Final Cost  

 
● The following information must be indicated on the invoice(s):  

 
a. Purchase Order Number;  
b. Description, Quantity and Total;  
c. GST Amount;  
d. Name of Payee / Company Name; and,  
e. Bank Information; Bank Name(s), Branch Name(s),  
    Account Number(s)  

 
● Payment Terms  

 
The Embassy shall prepare and issue the payment within fourteen (14) days 
after the delivery of the goods and issuance of invoice. 

 
VI. EVALUATION FACTORS 

 
● The Embassy reserves the right to reject proposals that are unreasonably  
   low or high in price. 
 
● The Embassy shall determine the Supplier’s responsibility by analysing 

whether the apparent successful offeror complies with the requirements of 
the Philippine Government including: 

 
● Adequate financial resources or the ability to obtain them; 
● Ability to comply with the required performance period, taking into 

consideration all existing commercial and governmental business 
commitments; 

● Satisfactory record of integrity and business ethics; 
● Necessary organization, experience, and skills or the ability to 

obtain them; 
● Necessary equipment and facilities or the ability to obtain them; 

and, 
● Be otherwise qualified and eligible to receive an award under 

applicable laws and regulations. 
 



VII. WARRANTY 
 

The winning Supplier shall clearly identify and state the warranty period and be 
responsible and liable for providing the necessary remedies for defects, faults 
or shortages after the completion of the Project. 

 
VIII.  CONFIDENTIALITY CLAUSE 

 
● All photos, logos, and emblems should not be used at any given time without 

the consent at any given time from the Philippine Embassy in writing.  
 

● All data provided by the Procuring Entity to the Provider or generated in 
connection with the performance of services toward the development and 

    implementation of the Solution by the Provider and relating to the Procuring 
Entity or its personnel, whether in existence before the date of or its 
personnel, whether in existence before the date of the agreement hereof or 
thereafter in the course of implementing the solution, shall be treated by the 
Provider as the exclusive property of the procuring Entity or its personnel. 

 
● Upon receipt of the notice of acceptance of proposal, the Provider is required 

to maintain confidentiality and security of the Procuring Entity’s data and is 
prohibited from using or attempt in using the Procuring Entity’s data in any 
other manner or for any other purpose, except as necessary to the execution 
of the solution or perform its other obligations stated in the technical 
specification. 

 
 

IX. DIPLOMATIC CLAUSE 
 

The Embassy shall terminate the services of the Supplier by sending a written 
notice at least fifteen (15) days in advance by recorded delivery letter, in the 
event of the severance of the diplomatic ties between the Republic of the 
Philippines and Republic of Singapore. 

 
 

******* 
 
 
 
 
 
 
 
 
 
 
 
 
 

ANNEX A 



PRICE QUOTATION FORM 
 

Date :  

 

To : Gloria Jean Castaño - 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 Printing of Embassy ID for all Personnel and Members of Partner 
Agencies for proper identification of embassy personnel during the conduct of their 
job tasks while assigned at the Philippine Embassy in Singapore. 

 Hereunder is our quotation as follows: 

 
TOTAL AMOUNT: 

Amount in words and figures:  

___________________________________________________________ 

 
 
Inclusions: 

1. ______________________________________________ 
2. ______________________________________________ 
3. ______________________________________________ 

 
 
Very truly yours, 

 

Name:  
Designation:  
Official Company Name:  
Contact Number:  
Email Address:  


