EMBASSY OF THE REPUBLIC OF THE PHILIPPINES

SINGAPORE D
RFQ-034-2025
08 December 2025
Dear Sir/Madam,
Greetings!

The Philippine Embassy in Singapore intends to procure various office supplies
for December 2025. As such, we are requesting quotations and bids from reputable
companies, details of which are attached in the Terms of Reference (TOR) found in the
succeeding pages.

Please submit your duly signed quotation/proposal (using the enclosed Price
Quotation Form “Annex A” below) for the item stated above to property.sgpe@gmail.com,
subject to the provisions of the attached TOR.

Thank you.

Sincerely yours,

(original signed)
GLORIA JEAN CASTANO - ZAFRA
Administrative Officer



TERMS OF REFERENCE

PROCUREMENT OF VARIOUS OFFICE AND ICT SUPPLIES

. PROJECT

The Embassy of the Republic of the Philippines in Singapore intends to procure
various office and ICT supplies for December 2025.

Il. SCOPE OF THE PROJECT

The supplier shall submit a quotation with the respective requirements:
OFFICE SUPPLIES TO PROCURE

No. | Product Description Unit of Measure | Total Quantity
1 Blue Inner File Folder (A4) piece 60
2 Blue Inner File Folder piece 100
(Foolscap)
3 UHU Glue Stick, 8.2 grams piece 24 (1 box)
4 Correction Tape-Tombow piece 10 (1 box)

(Refillable) -6mmx12mm

5 Correction Tape-Tombow piece 20 (2 boxes)
(Refill) -6mmx12mm

6 Glossy or Matte / Photo Paper sheets 200
7 Steel Ruler - 30cm/12in Piece 13
8 Binder Clip 25mm box 5
10 Binder Clip 51mm box 3
14 UHU Glue Stick, 40 grams piece 12
16 Correction Tape-Tombow piece 25

(Refillable) -6mmx12mm




17 Correction Tape-Tombow piece 10
(Refill) -6mmx12mm
18 Matte & Glossy Photo Paper packet 3
(A4)
19 PaperOne White Plain ream 200
Bond/Copier Paper (A4) 70 gsm
20 | Artline Stamp Ink Black (50ml) piece 12 (1 box)
23 | Artline Stamp Ink Blue (50ml) piece 12 (1 box)
24 Artline Stamp Ink Purple/Violet piece 12 (1 box)
(50ml)
25 | Artline Stamp Pad No. 1 - Black piece 3
26 Artline Stamp Pad No. 1 - Purple piece 7
27 | Artline Stamp Pad No. 2 - Black piece 3
28 Artline Stamp Pad No. 2 - Purple piece 7
29 Scotch tape (clear) 18mmx25m rolls 96 (12 boxes)
30 OPP clear tape - 2in x 45meter rolls
25
(48mm)
31 OPP brown tape - 2in x 45meter rolls
10
(48mm)
32 | Double-sided foam tape - 18mm x rolls 5
15m
33 Double-Sided Transparent Tape rolls
5
(19mmx1.5m)
34 Sinar spectra colored paper ream 20
(green) 80gsm
35 | Sinar spectra colored paper (pink) ream 20

80gsm




36 Deli Carton Sealer/Dispenser piece 5

37 Index Divider 12 PVC (A4) piece 10

38 White mailing envelopes sheet 100
(110x220mm) peel and seal

39 Parchment/Certificate Paper sheet 200

40 Shorthand Notebook piece 10

The goods to be proposed should be produced by reputable and well-known manufacturers.
Bidders are strongly encouraged to email

lll. PRICING
The offered prices should be in Singapore Dollars and include GST and delivery charges.
IV. INVOICING AND PAYMENT

1. The winning Supplier shall submit the invoice and original technical conformity
document to the Embassy. Invoices should include GST for goods and services.
2. 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)

3. Payment Terms

* The Embassy shall prepare and issue the payment within fifteen (15) calendar
days after the delivery of the goods and issuance of invoice; and

» The Supplier will submit the original receipt of the supplies and accessories,

including the same information described in Item (2) as soon as receipt of the
payment.

V. EVALUATION FACTORS

e Contract shall be awarded to the lowest priced, acceptable, and responsive offeror.
e The Embassy reserves the right to reject proposals that are unreasonably low or high
in price.



e The Embassy shall determine the offeror's responsibility by analyzing 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

> To be otherwise qualified and eligible to receive an award under applicable laws
and regulations.

V. DELIVERY AND RECEIPT CONDITIONS

Physical examination of the supplies and accessories according to the defined
specifications shall be carried out by designated Embassy personnel prior to

pgymgn!;g.

The Embassy of the Philippines shall inspect all supplies based on the Purchased Order at
the time of delivery.

VI. WARRANTY

e The winning Contractor 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.

VII. CONFIDENTIALITY CLAUSE

The winning Provider in any circumstance is not allowed to divulge any information to outside
parties regarding the details of the Project, particularly all the information indicated in this
Agreement. Should there be any leakage of information provided by the winning Provider on
the Project, the Contract null and void.

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 various Office supplies for December 2025.

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:



