
  
EMBASSY OF THE REPUBLIC OF THE PHILIPPINES  
SINGAPORE 

 

             
 
RFQ-036-2024  

     
                                                                                              02 August 2024 

 
 
Dear Sir/Madam, 
 
 The Philippine Embassy in Singapore intends to engage your services for the 
printing of dedication cards for the Embassy’s commemorative book. Please see 
attachments for specifications and the price quotation form. 
 

If interested, kindly send your best price by email to 
filcom@philembassysg.com or by courier at Level 16, Triple One Somerset Road, 
Singapore 238164 on before 4:30 PM Singapore Standard Time on 05 August 2024. 
For queries regarding the project, you may email filcom@philembassysg.com. 
 

Thank you for considering the Embassy's project. 
 
 
 

Sincerely yours, 
          

 
 
 

       (original signed) 
                       JHULLIE ANNE A. BENIAHAN 

             Vice Chairperson  
         Bids and Awards Committee 

 
   

 
 
 
 
 
 
 
 
 
 
 
 



 
Printing Services for the Dedication Cards of the 

Embassy’s Commemorative Book 
 

TERMS OF REFERENCE 
 

 

Background 
The Philippines and Singapore will be celebrating the 55th anniversary of the establishment of their 
bilateral relations in 2024. The occasion will be marked by several celebratory events scheduled 
throughout the year, including the launching of a commemorative book.  
 
Objective 
The Philippine Embassy in Singapore (hereinafter referred to as the Client) intends to engage a 
company (hereinafter referred to as the Provider) to print dedication cards for the virtual launching 
of the digital version of the book (hereinafter referred to as the Project). 
 
Technical Specifications 
 

I. Scope of work 
To supply 500 pieces of printed dedication cards with the following requirements: 

● Size: 15 cm (height) by 20 cm (width) 
● Material: Glossy (coated) cardstock; 230-240 gsm 
● True to color and wording of the image (see attached Annex A), click link for the Canva 

file 
● Two-sided printing 

 
II. Project Duration 

The first batch of dedication cards (100 pcs) shall be available for pick-up/delivery on or before 
11 August 2024. The delivery schedule for the remaining dedication cards shall be agreed upon 
by both parties following the issuance of the notice of award. 
 

III. Qualifications of the Provider 
The Provider shall be duly-registered with ACRA. The Provider’s Business Profile shall have 
been included in its submission of quotation. A Business Certificate and Corporate Compliance 
and Financial Profile may be requested by the Client if deemed necessary. 
 

IV. Data Ownership and Privacy 
All data are owned by the Client. Data is defined as all information that is owned, licensed, or 
developed by or on behalf of the Client, whether provided to the contractor by the Client or provided 
by a third party to the contractor in connection with the contractor's provision of services to the 
procuring entity, including any such data that is loaded into, or located in, any data files, tables, 
objects or other storage medium developed or maintained by or on behalf of contractor, including 
related data that results from hygiene, cleaning, and database build services performed by or on 
behalf of the Client. 
 

V. Invoicing and Payment 
The Provider shall issue an invoice which includes the: 

● Total price and price breakdown (inclusive of GST and other lawful charges) 
● Bank account name, bank account number; UEN; or PayNow Number 

 
The Client shall pay the Provider according to the payment terms of the latter’s quotation. 
 

https://www.canva.com/design/DAGIpyVdn8w/HEPA13GHOPL793QIhpx4bw/edit?utm_content=DAGIpyVdn8w&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton


 

ANNEX A 
RENDERED POSTCARD 

A. Front page (glossy, laminated) 

 
 

B. Back page (non-glossy, non-laminated) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
ANNEX B 

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 quotation 
(RFQ) for Printing Services for the dedication card of the Embassy’s Commemorative Book, 
hereunder is our best price: 
 
__________________________________________________________ (figure) 
 
__________________________________________________________ (words) 
 
 
This letter also serves as our statement of compliance with the terms and conditions of the 
RFQ. 
 
 
 
 
Very truly yours, 
 
 
(Full and and signature of company representative) 
(Designation) 
(Official Company Name) 
(Contact Number) 
(Email Address) 
 

 
 
 
 
 
 
 
 
 

 
 
 
 

 
   


