
 

 

RFQ-026-2025 
  

 19 November 2025 
   

Dear Sir/Madam, 
  
Greetings! 
            
The Philippine Embassy in Singapore intends to procure Work Injury 

Compensation Insurance for its Locally-Hired Employees for 2025 (01 February 
2026 to 31 January 2027).  

As such, reputable insurance providers are invited to submit their 
quotations/bids for the project mentioned above.  

Details are indicated in the Terms of Reference, which can be found on the 
subsequent page.  

Should your company be interested, please fill out the attached Price 
Quotation Form (Annex A) or send a quotation through email addressed to the 
undersigned at admin.sgpe@philembassysg.org  

To ensure compliance, please submit your tender within seven (7) days from 
the date of this posting. Non-submission within the prescribed period shall be 
deemed as a manifestation of disinterest. 

 

Thank you. 

  
                                                                           ​     Sincerely yours, 
  

                                                                     
                                                                      (Original Signed)  

                                                                          GLORIA JEAN V. CASTAÑO-ZAFRA 
                                                                                         Administrative Officer                             
​ ​  
  

 



                                     

 
TERMS OF REFERENCE  

WORK INJURY COMPENSATION INSURANCE FOR THE LOCAL HIRE 
EMPLOYEES OF THE PHILIPPINE EMBASSY IN SINGAPORE  

I. RATIONALE  

The Embassy of the Republic of the Philippines in Singapore intends to procure a 
Work Injury Compensation Insurance Coverage for its fourteen (14) Locally Hired 
personnel for a period of one (1) year, from 1 February 2026 to 31 January 2027, 
as mandated by the Singapore Ministry of Manpower (MOM).  

II. OBJECTIVE  

2.1 To obtain comprehensive work injury compensation insurance for the fourteen 
(14) locally-hired personnel, in compliance with the regulations of the Singapore 
Ministry of Manpower as of July 20231 

2.2 To ensure that all locally hired personnel are given adequate work injury 
compensation insurance coverage while employed at the Embassy of the Republic 
of the Philippines 

 

III. QUALIFICATIONS OF THE WORK INJURY COMPENSATION PROVIDER 

The Work Injury Compensation provider should be a duly organized company in 
Singapore and licensed by the appropriate government authorities, with a valid 
ACRA profile, to provide Work Injury Compensation Insurance Coverage in 
Singapore.  

IV. SCOPE OF INSURANCE COVERAGE  
 

Category of Employee No. of Employees 
 

Job Category Estimated Annual 
Earnings 

a)​ All Manual 
Employees, 
regardless of 
Salary 

4 Operational and Technical Please email to 
request 

b)​ All Non-Manual 
employees with a 
salary up to SGD 
2,100 (effective 
from April 2020) or 
SGD 2,600 
(effective from 

4 Professional Please email to 
request 

1 Implementation of Enhanced Medical Insurance for for all new and existing Work Permit (including Migrant Domestic 
Workers) and S Pass holders 

 



April 2021) 

 

 
Category of Employee No. of Employees 

 
Job Category Estimated Annual 

Earnings 

c)​ Employees 
regardless of 
salary 

6 Professional Please email request 

 

V. PRICING  

The offered quotation should be in Singapore Dollars, with GST (separately stated 
from the other cost) and other lawful charges. 
 
VI. INVOICING AND PAYMENT  

● The successful bidding work injury compensation provider shall submit 
the invoice which includes GST for goods and services and the original 
technical conformity document to the Embassy.  

● 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  

a. The work injury compensation provider shall bill/issue an invoice 
on January 2026 to the Philippine Embassy for the full amount 
of the coverage, five (5) days after the issuance of the Notice of 
Award (NOA)2;   

b. The Philippine Embassy shall pay the work injury compensation 
provider via bank transfer within seven (7) working days upon 
receipt of the bill. The work injury compensation provider shall 
issue the tax invoice within two (2) days after receipt of 
payment.  

VII. EVALUATION FACTORS  

The award of the contract will be determined by the lowest priced, acceptable, 
responsive, and conforming quotation, meeting all stipulated requirements and 
evaluation criteria, including but not limited to the following: 

2 An NOA is a written notification issued by the Procuring Entity (i.e. The Embassy) to the successful bidder/provider, 
informing them of their bid has been accepted and that they have been awarded the contract 

 



1.​ The Embassy reserves the right to reject proposals that are unreasonably low 
or high in price 

2.​ Determining the insurance provider’s dependability by evaluating whether the 
apparent successful bidder complies with the requirements of the Philippine 
Government including: 

a.​ Adequate financial resources or the ability to obtain them; 
b.​ Ability to comply with the required performance period, in 

view of all existing commercial and governmental 
business commitments; 

c.​ Satisfactory record of integrity and business ethics; 
d.​ Organizational experience and skills or the ability to 

obtain them; 
e.​ Necessary equipment and facilities or the ability to obtain 

them; 
f.​ Be otherwise qualified and eligible to receive an award 

under applicable laws and regulations. 

VIII. CONFIDENTIALITY CLAUSE  

● ​ All data is owned by the Procuring Entity. Data is defined as all information 
that is owned, licensed, or developed by or on behalf of the Procuring 
Entity, whether provided to the Provider by the Procuring Entity or 
provided by a third party to the Provider in connection with the Provider’s 
provision of services to the Procuring Entity, including any such data files, 
tables, that is loaded into, or located in, any data files, tables, objects or 
other storage medium developed or maintained by or on behalf of 
Provider, including related data that results from hygiene, cleaning, and 
database build services performed by or on behalf of the Procuring Entity.  

● 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 the receipt of the notice of acceptance of the proposal, the Provider is 
required to maintain confidentiality and security of the Procuring Entity’s 
data and is prohibited from using or attempting to use 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 Work Injury Compensation Provider 
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 
Singapore and the Philippine Government.  
 

 

 



 
 
 
 

ANNEX A  

PRICE QUOTATION FORM  

Date :  

To : MS. GLORIA JEAN CASTAÑO - ZAFRA  
Administrative Officer  
Embassy of the Philippines in Singapore  
Level 16 Units 12A 13/14 Triple One Somerset Building  
111 Triple One Somerset Singapore 238164  

Madam,  

After having carefully read and accepted the terms and conditions in the 
Request for Quotation for Work Injury Compensation Insurance FY 2026, 
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: 
 

 

 


